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This manual is the product of the combined efforts of 
many outstanding professionals in our field. On behalf of 
all of them, we hope it is helpful as you prepare a grant 
proposal for the U.S. Department of Education's Office of 
Special Education Rehabilitative Services' Division of 
Personnel Preparation. 
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Lest we not forget the primary purpose of our efforts: 

To improve the quality of educational services available 
to children and youth with disabilities and their 
families. 
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A. PURPOSE OF MANUAL 



A critical shortage of personnel who can provide an 
appropriate education to students with disabilities exists. 
This shortage threatens the nation's ability to meet the 
intent of the Individuals with Disabilities Education Act. 
In addition, the demographics of America is changing, 
particularly the demographics of the nation's student 
population. It is imperative that a more culturally and 
linguistically diverse cadre of special educators and 
related service personnel meet the needs of these children 
and their families. It is the hope and aim of those who 
are part of the Alliance 2000 community. 

The intent of this manual is to help you write a 
successful grant application. A proposal which requests 
funds to support an educational program designed to prepare 
personnel to work with children and youth with disabilities 
and their families. Specifically, this manual should serve 
as a resource as you prepare a proposal to be submitted to 
the United States Department of Education's Office of 
Special Education and Rehabilitative Services' (OSERS) 
Division of Personnel Preparation. This product of the 
federally funded Alliance 2000 Project is a companion to a 
grant writing workshop, additional technical assistance, 
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and information services. Alliance 2000 Project clients 
are institutions of higher education with at least 25% of 
their enrollment being students from historically 
underrepresented ethnic groups. 

All of us who worked to prepare it wish you great 
success ! 
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B. GRANT PROCESS 

1. Finding The Request for Proposals 

The first crucial step is to be sure you understand 
the scope of the task. The essential information comes 
from careful review of the Request for Proposals (RFP) . 

You can obtain RFPs from several sources: 



o Get on mailing lists of the agencies for which you 
plan to propose projects. 

o Review your library's copy of the Federal 
Register. 

o Request assistance from a Research Office or 

Research Data Base unit on your campus which might 
search for certain competitions for you. 

o Look for notices on SpecialNet or other electronic 
mail bulletin boards. Request the RFP over the 
phone „ 

Proposal guidelines from the Office of Special 
Education and Rehabilitative Services (OSERS) are printed 
in two places. First, you will find them in the F ederal 
Register , whenever the guidelines for the next round of 
competitions are announced. Selected pages from a Federal 
Register containing the guidelines (November 7, 1991) can 
be found in Appendix I.B.l. Your institution's research 
office, grants and contracts office, government documents 
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sections of the library, or your dean / s office may receive 
the Federal Register on a regular basis. 

The above guideline notice contains the required 
facesheet, budget forms, disclosure and assurance forms 
which must be signed by the appropriate institutional 
personnel, and the directions for preparation of the 
proposal. The guidelines specify how many copies must be 
sent, provide the mailing address, and indicate the 
acceptable procedures for transmittal of the completed 
proposal. If you have not previously submitted proposals, 
you will probably need to request that the documents 
describing the various competitions be sent to you. These 
documents may be obtained from: 

U.S. Department of Education 

Office of Special Education and Rehabilitative Services 
Special Education Programs 
Washington, D.C., 20202 

2. Reading The RFP For Critical Information 

The RFPs will usually have the relevant passages from 
the Federal Register that will describe the aims desired by 
the federal official, the general •'spirit" behind the 
appropriation, and the possible scope of the project to be 
funded. For example, the Register may describe the problem 
that led to the competition or the types of projects likely 
to receive priority ratings. It will describe the types of 
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agencies or institutions most likely to receive awards, 
depending on the type of competition. 

More importantly, the Federal Register regulations will 
outline in detail the expected components of your proposal. 
The general requirements listed include each of the 
components and the types of questions to be answered in 
each section, as well as the total points allotted to each. 
The RFP will contain a copy of the evaluation forms to be 
used by proposal readers, so that you know exactly how you 
will be rated. If you have a co-author or an outside 
"reader” and can spare even a day before printing and 
mailing your proposal, ask for feedback to see if you have 
addressed all components. Your department chair or a 
practitioner in the field might provide valuable reactions. 
You will find peer review well worth any extra time you 
might need to make revisions. Be sure to tell your reader 
exactly what type of feedback you want if you do not have 
the time to make sweeping changes. 

For instance, do you feel that the evaluation 
component is the only section about which you have 
concerns? Do you need more help on the management 
plan? Do you need assistance to support the 
specific need for the proposal? 
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You will develop a much better proposal if you ask someone 
to evaluate any parts of your it, even if the entire 
proposal is not yet ready. 

Steps of Review 

1. Read the RFP carefully to determine which competition 
most closely matches the priorities for your training 
idea. Those priorities will be the guidelines which 
you will follow for the development of your specific 
proposal. 

2. Note the due date for the specific competition which 
you select. There is a clear and consistent rule of 
thumb which may be applied to due dates. 

The competition which you select will always have 
the earliest due date, however the guidelines may 
arrive near to the specified deadline. 

Therefore, it is always necessary to begin the general 
preparation process long before the due dates and 
guidelines are in your possession. 

3 . Identify the exact guidelines and the number of points 
assigned as values to the required components of the 

, proposal differ by competition. Be certain that you 
follow the guidelines for the specific competition you 
have selected and carefully note the value assigned to 
each section of the proposal. 
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4. Determine the specific requirements required by the 
awarding agency so that you do not have to scramble 
for the information close to the deadline. 

5. Read the RFP to determine the limit of pages for the 
narrative section (often 20 pages) and keep that 
number in mind while writing. 

6. Record exactly where to send the proposals, note the 
deadline for receipt or postmark (this varies by 
agency) , and determine how many copies are required. 

7. Make several copies of the competition guidelines and 
the budget forms. This reduces the panic which occurs 
when either the guidelines or the budget forms and 
other forms are temporarily misplaced. Keep a copy of 
both the guidelines and the federal forms together in 
a safe place. 

3 . Purpose Statement 

Those who make it past this initial hurdle may still 
find the total scope of what is .required to be a challenge, 
but the first steps in developing the proposal are usually 
the most difficult. This manual is intended and designed 
to help you through the entire process in a step by step 
progression. 



Part I Section B 



The heart of the matter is the development of the 
general idea or concept for the project. The most 
important global guidelines for your idea are that: (a) a 

documentable need exists, (b) you can gather enough support 
for your idea to convince others you should get the award, 
and (c) the scope of the project is possible to do (i.e., 
with grant support, you can garner enough other support to 
make it happen) . 

The concept or general idea you have for the proposal 
forms the basis for the purpose statement. There is no 
single or best way to construct a purpose statement. This 
clear concise purpose statement is important because it 
provides the basis for the entire proposal. The statement 
frequently begins with a clearly identified need: 

We need to train . 

There is a need for more . 

There is a shortage of . 

Appendix I.B.2 includes purpose statements which have been 
taken from successful applications. However, a clear 
concise purpose statement sets the stage for development of 
all the required components of the proposal. 
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Part I Section B 

If there is an appropriate colleague who should be 
involved with your proposal, and you feel reasonably 
certain that collaborating on this project would be 
mutually beneficial, ask that person to join you in 
developing the proposal. Collaboration can be of 
assistance in terms of ideas, workload, professional or 
political connections, and overall productivity. In fact, 
your proposal will carry much greater weight if it includes 
collaboration across disciplines, departments, schools, and 
agencies . 
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It is advisable to have an initial brainstorming and 
planning meeting (or split them into two) with as many 
potential consumers and contributors as possible. 
Contributors can help write the proposal, or submit a 
letter of support or intend to collaborate. Utilize the 
existing relationships you have first, and then develop 
relationships where new ones are needed. Your current 
colleagues, may be able to help you expand the circle of 
involvement or impact. This way you can be sure your 
project meets all parties' needs and particularly the needs 
of those who might benefit from this effort. 



Remember: If you ask the questions, you have to be 

prepared to do something with the answers. 
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You may not be able to respond if the need does not meet 
the scope of the present competition. However, all 
requests that fall reasonably within the award's intent 
should be considered for inclusion in the proposal. 

It is critical to stay within the spirit of the 
competition. If your proposal's purpose is removed from 
the essence of the RFP's priorities, then your chances of 
getting funded are virtually nil, no matter how great your 
completed proposal. At a different level, if your plan of 
operation does not closely link with your purpose statement 
and objectives, you are not likely to receive a positive 
rating. 

4 . Specific Priorities Met 

Be sure to highlight those aspects of your proposal 
which meets competitive priorities described in the 
announcement . 



"An application that meets one or more of these 
competitive priorities is selected over applications 
of comparable merit that do not meet these 
priorities . " 
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This statement is significant. The more priorities which 
can be appropriately and reasonable included as part of 
your proposal, the better your chances for funding. 

However, if you indicate that you plan to address specific 
priorities, then your budget and plan of operation should 
clearly include and support the priorities identified. 

5. General Overview of Proposal Development 

When you have focused your concept and developed a 
clear statement of where you are going (purpose) , you are 
ready to begin writing the proposal. The following is a 
brief description of the five essential elements of a 
proposal. Figure I.B.l presents a flowchart of these five 
components. The figure provides a visual reference for 
developing the total proposal. Please be assured that the 
details for each component are discussed later in this 
manual in Part III, Writing Components (a) - (e) . 
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Figure I.B.l 



PROPOSAL COMPONENTS 
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Part I Section B 

Specific Components 

(a) Impact On Critical Present And Projected Need: (30 

Points) 

This section is where you provide the documentation 
that convinces your readers that your purpose (the training 
need you have identified) is worthy and appropriate. You 
will need to be aware of the most up-to-date research and 
provide local, state, regional, and national data to 
support this section. 

(b) Capacity Of The Institution (25 points) 

In this section you must clearly describe specifically 
how your institution can support what you indicated was 
needed to be done in the impact statement. You must also 
document with specificity how your institution can support 
all aspects of what you outline in the Plan of Operation 
section. 

(c) Plan Of Operation (25 Points) 

Here is where you describe the entire process for 
reaching the stated purpose of the proposal. One of the 
evaluative criteria included under this section is "(3) How 
well the objectives of the project relate to the purpose of 
the program." You should describe specific objectives and 
activities which ensure that the objectives will be met. 
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(d) Evaluation Plan (10 Points) 

The evaluation plan must allow you to determine if you 
reached the project goals and the quality of attainment of 
vour goals. The evaluation plan should also indicate how 
evaluative information will be gathered and how it will be 
used to modify program content or structure. 

(e) Budget And Cost Effectiveness (10 Points) 

This portion of the proposal is developed in 

conjunction with the information presented on the budget 
worksheets and the budget justification section. The panel 
evaluating your proposal will look carefully at project 
objectives and activities and will consider how you have 
allocated resources (both personnel and other resources 
requested) to meet those objectives. It takes careful 
planning in every component of the proposal to ensure that 
the end result is cost effective. Part IV, Budget 
Development, contains specific directions for all aspects 
of budget development. 

6. A~Z of Proposal Preparation 

A well developed proposal requires much planning and 
gathering of a variety of information. A checklist to 
guide in the proposal's development is found in Part III, 
Writing The Components. 
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Preparation for Writing 

A. Data Gathering 

There are a number of corollary activities that 
accompany the writing. Time spent in obtaining 
documentation ensures a quality proposal. The following 
narrative provides a brief description of the variety of 
data which is crucial to a successful application. 

1. Institutional process approval and timelines . 

Begin by identifying the institutional process for approval 
of a proposal to be submitted to a federal agency. You 
will also need to determine if the office (s) which will 
provide approvals require a draft copy of the complete 
proposal, or if an outline and an abstract, along with the 
budget, is satisfactory. 

2. Timelines . Once you have established the 
appropriate offices from which to obtain the required 
approvals and identified individuals within the offices, 
you need to establish a timeline to meet the deadlines. 

You will also need to establish timelines which ensure that 
adequate time is provided for word processing and copying 
of your completed proposal. 
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B. Needs assessment 

Your proposal will be much stronger if you include a 
needs assessment or survey, which you use to accompany your 
arguments for the need you propose to meet. Sample surveys 
can be found in Part III, but consider such items as: 

1. Assessment/ Survey Developed 

2. Assessment Mailed 

3. Follow up to Mailing 

4. Needs Survey Data Compiled for Use in Proposal 

C. Input of groups to be impacted by proposed 
training 

The input of various consumer or constituent groups is 
very helpful in writing your proposal. For example, a 
meeting with key public school personnel who are working 
daily with the target population for the proposal can be 
helpful to identify training needs. Other community 
agencies and organizations involved in serving the same 
population may be aok«d to provide specific types of input 
or information which will strengthen your proposal, obtain 
information and provide documentation which verifies that 
no other Institutions of Higher Learning (IHE) in your 
state (or in your geographic region) provides any training 
in the area you propose. Provide a record of suggestions 
and input made by the groups and identify the types and 
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numbers of participants involved. Consider such items as: 

1. Meeting Date Set 

2 . Meeting Held 

3 . Minutes of Input 

4. Information Organized for Use in Proposal 

D. Letters of support 

Request letters of support from the individuals and 
groups who participated in the meetings you convened to 
obtain input, as well as from those individuals or groups 
who participated in your needs assessment. You should 
provide the individuals with an abstract of your project to 
enable them to write a letter which specifically supports 
what you propose to accomplish if you are funded. It is 
also helpful if the individuals also note their 
participation (or that of agency or organization) in the 
planning sessions. Consider such items as: 

1. Contact individuals and agencies for support, 

2. File in separate folder as returned, and 

3. Make copies for appendix. 
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E. Numerical support data 

Numbers are important. You will need to gather data 
(local, state and national) to support your proposal. Such 
data may be incidence or prevalence data which affirms the 
numbers of students in the population which you plan to 
serve. Or, it may be teacher vacancies, teacher attrition 
data, or the number of teachers on waivers which supports 
your contention for the need to increase the number of 
professionals in a specific area. Your State Education 
Department, Health and Environment Department, local 
college or university data bank, and a variety of other 
state and community agencies and organizations are 
potential sources of such support data. If such data are 
not readily available, then the needs assessment or survey 
noted earlier might be most helpful. Other information in 
this manual provides sources which provide a variety of 
information which is helpful in supporting national need in 
a variety of areas. Consider such items as: 

1. Local Data, 

2. State Data, and 

3. National Data. 
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F. Literature review 

You will need to provide a concise, but thorough, 
review of literature* pertinent to your proposal. This 
information complements the numerical need data you present 
and tells your reader you are knowledgeable about the area 
in which you are proposing training. 

6. Vitae development 

Provide a one or two page vita for each key member of 
the project. If you are proposing the funding of a Project 
Assistant, then you might want to include a vita of a 
potential graduate student for this position, which shows 
the quality of students available for such a position. 
Tailor the short vitae to highlight the person's 
experiences, background, publications, special skills and 
abilities which relate specifically to the proposed 
training. 



H. Agreement letters 

You should include a written agreement signed by all 
parties who are involved in a collaborative training 
effort. The various parties to such agreements should also 
provide support letters for your proposed project. 
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I. Institutional capacity 

You must provide information which supports the 
capacity of your institution to meet the purpose and 
objectives of your proposal. You need to provide a 
description of the special features of your institution 
which will provide specific support to your proposal. This 
may include a description of your yeneral library, any 
special libraries, computer labs or other technological 
capabilities, audio-visual capabilities, practicum sites, 
or any other special resources unique to your setting and 
supportive of your proposal. 

j. Budget development 

The following are some specific items of information 
which you must gather if you plan to request support: 

1. Overall Budget Categories 

2. Travel Policies & Regulations 

3 . In-state Travel 

4. Out of State Travel 

5 . Per diem 

6. Lodging Regulations 

7. Key personnel Salaries 

8. Clerical Salaries 

9. Graduate Assistant Regulations 

10. Tuition (Credit hour costs) 
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. Stipend Regulations 

12. Fringe Benefit Rates 

13. Special Project Needs. 



K. Budget 

The following are specific forms which will need 
information and signatures. These are discussed in Parts 
III, IV, and V of this manual: 

1. Budget Detail 

2. Budget Justification 

3. Federal Budget Forms 

4 . Contributed Budget 

5 . Face Sheet 

6. Assurances & Disclosure Forms. 



L Proposal Components 

Your writing efforts will be directed toward five 
major categories. They are identified below and in Figure 

I.B.l. Part III is devoted to these five components: 

1. Impact Statement 

2. Capacity 

3 . Plan of Operation 

4 . Evaluation Plan 

5. Budget & Cost Effectiveness. 



Writing the Proposal 
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M. Wordprocessing/ editing, revisions 

Editing, rewriting, and wordprocessing will be ongoing 
throughout the proposal writing stage. You will need to 
identify individuals who will be responsible for the 
various steps and be sure that resources are allocated to 
ensure you will meet the proposal deadline. 

Double-spaced documents are expected for easier 
reading. In addition, larger typeface, boldface headings, 
underlining of headings or key terms, and plenty of white 
space provide a finished document which is easier to read. 
Easier reading makes for greater comfort levels on the part 
of reviewers and, thus should be an important consideration 
in the preparation of the document. However, the space 
limit sometimes makes it difficult to say everything in 20 
double-spaced pages. Change the typeface to a smaller 
print with more characters per line and place support data 
in your appendices. Do your best to be as concise as 
possible, so that you can stay within the prescribed limits 
(if stated) . Be sure to review the RFP for other 
guidelines related to the physical presentation of the 
proposal . 
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N. Preparing graphics 

Attractive graphics carry impact. Call upon your 
college's or division's experts to assist you to develop 
the graphics you need for charts, figures, tables, graphs, 
or other visual messages. Become skilled yourself at 
generating impressive graphic aids so that you can quickly 
communicate the message you need to convey. 

You can strengthen narrative and shorten it by 
providing figures, charts, and tables which provide a 
visual reference for your readers. There are many computer 
software programs available which are designed to produce 
excellent graphics (samples can be found in Part II of this 
manual) . It truly is to your advantage to take the time to 
summarize information in chart form where appropriate. If 
figures or tables do not work for the need or plan you are 
conveying, you may have supporting paperwork (reports, 
numbers, instruments, meeting minutes) that shou Ld be 
either: 

1. excerpted within the narrative, or 

2 . referred to in the narrative and included in an 
appendix. 
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O. Appendices 

You should compile your appendices as you develop your 
proposal. Appended material should clearly support 
information in the narrative. Prepare a separate file 
folder for each appendix and. insert material you have taken 
from other sources or specific information you have 
developed to support your proposal. 

P. Order Headings 

As you check your finished product for accuracy, be 
sure the headings and subheadings fall into a consistent 
hierarchy of order, as illustrated below. 



III. 


MAJOR 


HEADING 


(A) 


SIDE 


HEADING 




(1) 


Subheading 






(i) Minor Subheading 



Also, check to ensure that the headings and subheadings are 
correct and complete for they become the table of contents. 
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Q. Table of Contents 

When you have almost completed your proposal, you 
should develop your table of contents. Turn to the first 
page (or monitor screen) of your proposal. On a blank 
sheet of paper entitled "Table of Contents," write down in 
order each of the headings, subheadings, and appendices 
found throughout your proposal (see Appendix I.B.2). As 
you write them, mirror the way they appear in the proposal. 
For instance, if headings are capitalized and boldfaced, 
leave them that way in your Table of Contents. Viewing the 
listing in the table of contents can help you identify any 
inappropriate headings or lack of parallel subheadings. 
Under the heading of "Appendices," indent to list each 
letter (e.g., "C") and then the title of each appendix 
(e.g., "Vitae of Key Project Staff"). You should also 
include separate listings of any tables, charts, or 
figures. Finally, make sure that the numbers provided in 
the Table of Contents correspond to the page numbers in the 
narrative. 

R. Abstract 

You must include a one page abstract of your proposal. 
Include statements about the need for the project, the 
objectives of your project, the proposed plan of operation, 
and inform the reader of the project's significance or 
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intended outcomes. Examples of abstracts are included in 
Appendix I . B . 3 . 



Post-Proposal Writing Tasks 

8. Getting University Approvals 

Most colleges and universities have developed 
standardized "proposal routing sheets." These often 
require you to detail your proposed budget again, list 
faculty who will work on the project if it is funded, show 
all university contributions, and obtain sign offs from 
various administrators (chairperson, dean, provost) . These 
signatures indicate approval of the proposal, including the 
budget, to the person who has the authority to sign the 
federal forms. 

T. Institutional sign-off 

Now it is time to get signatures on the face page and 
all other assurance and disclosure forms included with the 
grant application package. Often it is helpful to the 
official who needs to sign these forms to tag the pages 
where signatures are required. This should avoid missing a 
place for a necessary signature. Remember, these pages 
with original signatures MUST be sent with your proposal. 
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U. Copying proposal 

You will need to make the correct number of copies as 
stipulated in the RFP as well as copies for your 
institution, your files, and yourself. 

V. Verifications 

This is the time to be compulsive. Check your copies 
to be sure everything is included (budget forms and all 
front sheets, table of contents, abstract, all components 
of the proposal, appendices, etc.). It is a documentable 
fact that copy machines frequently digest selected pages 
or, sometimes, even complete sections. This is more likely 
to happen when the proposal is copied in sections. 

REMEMBER, THE ORIGINAL SIGNATURE MUST BE IN THE PACKAGE YOU 
SEND TO WASHINGTON, D.C. 

w. Mailing 

Your copies may be sent in a well secured large 
envelope or in a box secured with strapping tape. Provide 
a label with the correct address (which is provided in the 
back of the RFP) and be sure that the label is adequately 
secured. Remember, this is the time to be compulsive. 

Waitl Do you have the correct number of copies included? 
SEND YOUR PACKAGE BY CERTIFIED MAIL AND REQUEST A RETURN 



RECEIPT. 
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X. Record Keeping 

Place the return receipt in a file with copy of your 
proposal. Place the communication which affirms receipt of 
your document by OSERS in the same file. 

Y. Thank you 

It is likely many people helped you meet the deadline. 
This is the time to show your appreciation for their extra 
efforts. 

Z. Waiting 

Now you wait for months to find out the fate of your 
application. If you were successful, you will receive a 
phone call which tells you that the Department of Education 
would like to make a phone appointment to negotiate your 
award. If not, you will be notified by mail and should 
write back requesting the reviewers' comments for your 
proposal. 
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ABSTRACT 



The special education doctoral leadership program 
demcri&TC. proposal responds to two dtaenslon. ot the 

ss^n^Sn’^ss i SdS:«: 1 tS^1^ , 

tiSSr^^r^r.^i^peol.1 -.«™ Ura • 

f“iibr»nS n r«ea“S C p«Sl^» a Se^^^ 

&5 ffESSSSJ^^ 

The proposed program would, thus, incorporate sooe unique 

factors intothe existing special education doctoral training 
factors xnv „ nlvcrsit y of Hew Mexico. The Monies requested 

are^for the^evelopnent and implementation of these factors: 
straining component that seeks to recognize and develop 
( L?,JS?v diverse leadership and research factors such as the 

SSlirtict wheel-based teaching/ learning aethodologles eonmon to 

_ #ntf American Indian Populations (Locust, 1988), (2) a 
^Lnont that addresses self-empowerment vitf-a-vis the 
^?I?e??ecS of mino?i?? life experiences; (3, active research 
involvement with nationally recognized mentors and 
focused research sites? and (4) peer mentoring modeied after 
aspects of traditional Hispanic and American Indian cultures. 
Harmonies are sought for support of existing training . 
components? these components (e.g., existing coursesan 
fmininc experiences) would, however, form a vital part or rne 
mrooosed program in order to enable students to receive 
teJSinll degrees competitive with those of non-minority 
students . 

It is expected that the proposed program would impact 
significant!^ in several ways, both locally and nationally. 



( 1 ) 



( 2 ) 



(3) 



( 4 ) 



it would add 10-17 graduates to the currently limited 
pool of minority leaders and researchers in special 

education; . 

it would impact on an estimated non-minority 
graduates for the university as well, through the 
integration of courses and structured interactions 
between these students and program students? 
results of student's research, both during their 
training and afterwards, would add to the limited 
pool of^data on culturally/ linguistically sensitive 
curriculum and materials? and 

it would produce data on effective, culturally 
diverse leadership and research paradigms at the IHE 

level. 
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ABSTRACT 



The primary purpose of this project is to develop trained bilingual/bicultural 
teachers or trained monoiingual/mcaocultural teachers, to work w»th young cu 
linguistically different exceptional (CLDE) children and young bmrtcd «i P'f c,cnt 
(LEP) children. Five project objectives have been Identified to carry out the p oj 

purpose: 

1 To identify, screen, and accept a minimum of 10 and a maximum of 25 trainees per 
year for entrance into the training program for teachers of young (3-8 years) 
culturally and linguistically different exceptional (CLDE) children and limited 
English proficient (LEP) handicapped children. Both bihngual/bieultural and 
monolingual/monocultural trainees will be selected. 

? To recruit and fund 5 full-time and 7 part-time trainees, including both 
** bilingual/bicultural and monolingual/monocultural individuals who will return to the 
rural areas of the state to work with young CLDE/LEP children and to recruit, train, 
and fund city and area residents in an effort to meet both rural and urban personnel 

needs. 

3 To develop and implement an interdisciplinary training sequence which will: (1) 

3 * provide trainees with the knowledge, skills, and competencies identified as 

snorooriate to teachers of young CLDE children and LEP exceptional children in rural 
aSd urban New Mexico, as well as respond to national norms and standards and state 
certification requirements; (2) provide appropriate, varied, and continuous 
practicum experiences that allow for meeting individual needs; (3) meet the needs of 
trainees with various backgrounds and skill levels. 

a To refine existing competencies which delineate the multicultural knowledge and 

Rib £ Vo p^onnel preparin, for careers with you., CLDE/LEP eh.ld.en, «o 
integrate competencies into the overall curriculum, and to field test developed 
competencies. 

5 To develop training packages to be utilised in coursework in core classes, or to 
5 * terve as samoles which can be checked out by teachers, which will assist teachers in 
meetini the needs of young CLDE children and LEP exceptional children who may 
Drt«at* unusual neecbta terms of .heir bilingual/bieultural baek t round. and 
accompanying physical, medical, or chronic health problems. 

TKe Protect Activities/Timeline Chart identifies major project activities and clearly 
™si«s S ^'evaluation* responsibility to individual prnjeet staff members A 
comprehe nsi ve evnluntion plnn (nnrrttive) and specific evaluation questions (Append.* V) 
have been developed to ensure appropriate project evaluation. 
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Preparation 
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1. Proposal Development Checklist 

2. Building a Support System 

3. Building a Generic Data Bank 



B. Short Range 

1 . Brainstorming 

2. Identifying Principal Investigator/Team 

3 . Graphics 

4. Specific Budgeting 

5. Identifying Resources 

Appendix 

II. B. 1 Sample Graphics and Timeline/ Activities Charts 
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1. PROPOSAL DEVELOPMENT CHECKLIST 



COMPLETE 


(A) DATA GATHERING 
STEP 


PERSON 

RESPONSIBLE 


COMMENTS 




1. Institutional Approval 
Process Identified 








2. Timelines Established 








3. Budget, Disclosures, 
Assurances 








4. Word Processing 








5. Copying 








(B) NEEDS ASSESSMENT 








1. Assessment/ Survey 
Developed 








2. Assessment Mailed 








3. Follow up to Mailing 








4. Needs Data Complied 
for Use in Proposal 








(C) INPUT OF GROUPS 








1. Meeting Date Set 








2 . Meeting Held 


• 






3 . Minutes of Input 








4. Information Organized 
for Use in Proposal 








(D) LETTERS OF SUPPORT 
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COMPLETE 


DATA GATHERING 
STEP 


PERSON 

RESPONSIBLE 


COMMENTS S 




1. Contact Individuals, and 
Agencies for Support 




7 B 

a 




2. File in Separate Folder 
as Returned 




a 

a 




3. Make Copies for Appendix 




R 




(E) NUMERICAL SUPPORT DATA 




1 




1. Local Data 




1 




2 . state Data 




1 




3. National Data 




1 




(F) LITERATURE REVIEW 




1 




(G) VITAE DEVELOPMENT 




R 




(H) AGREEMENT LETTERS 




B 

■ 




(I) INSTITUTIONAL CAPACITY 
DESCRIPTIONS 




s 

■ 




(J) BUDGET DEVELOPMENT 




9 




1. Overall Budget 
Categories 




1 




2. Travel Policies & 
Regulations 




i 




3. In-state Travel 




1 




4 . Out-of-State Travel 




1 




5. Per diem 
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COMPLETE 


DATA GATHERING 
STEP 


PERSON 

RESPONSIBLE 


COMMENTS 




6. Lodging Regulations 








7. Key Personnel Salaries 








8. Clerical Salaries 








9. Graduate Assistant 
Regulations 








10. Tuition 

(credit hour costs) 








11. Stipend Regulations 








12. Fringe Benefit Rates 








13. Special Project Needs 








(K) BUDGET 








1. Budget Detail 








2. Budget Justification 








3. Federal Budget Forms 








4 . Contributed Budget 








5 . Facesheet 








6. Assurances & Disclosure 
Forms 
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COMPLETE 


(L) PROPOSAL WRITING 


PERSON 

RESPONSIBLE 


COMMENTS ■ 




1. Components of Proposal 








i. Impact Statement 




H 




i . Capacity 




■ 

- - ■ 




iii. Plan of Operation 




l 




iv. Evaluation Plan 




l 




v. Budget and Cost 
Effectiveness 




i 




2. Word Processing, Editing 
and Revisions 




1 




3 . Preparing Graphics 
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4 . Appendices 




1 




5. Table of Contents 




1 




6 . Abstract 
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COMPLETE 


(M) POST-PROPOSAL WRITING 


PERSON 

RESPONSIBLE 


~ 1 

COMMENTS 




1. Institutional Signoffs 








2. Duplication of Proposal 








3. Verifications 








4 „ Mailing 








5. Record Keeping 








6. Thank Yous 








7. Waiting 
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2 . Building a Support System 
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A. Institutional 

Institutional process approval and timelines . Begin 
by identifying the process for institutional approval of a 
proposal to be submitted to a federal agency. You will 
also need to determine if the office (s) which will provide 
approvals will require a draft copy of the complete 
proposal, or if an outline and an abstract, along with the 
budget, will be satisfactory. 

Letters of support . Request letters of support from 
the individuals who participated and groups which were 
represented in the meetings you convened to obtain input, 
as well as from those individuals or groups who 
participated in your needs assessment. You should provide 
these individuals with an abstract of your project, so they 
are able to write letters which specifically support what 
you propose to accomplish. It is also helpful if the 
individuals also note their participation (or that of their 
agency or organization) in your planning sessions or in 
your needs assessment. 
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B. LEA/ SEA 

Input of groups to be impacted by proposed training . 
The input of various consumer or constituent groups will be 
helpful in writing your proposal. For example, a meeting 
with key public school personnel who are working daily with 
the target population can provide you with related data on 
the needs of children. Other community agencies and 
organizations involved in serving the same population may 
be asked to provide specific types of input or information 
which will strengthen your proposal. Obtain information 
and provide documentation which verifies that no other 
Institution of Higher Education (IHE) in your state (or in 
your geographic region) provides any training in the area 
you propose. Keep a record of the suggestions and input 
you received. Be sure to identify the groups, the types, 
and the numbers of participants, so this information may be 
incorporated into your proposal. 

Numerical support data . Numbers are important. You 
will need to gather data (local, state, and national) to 
support your proposal. Such data may be incidence or 
prevalence data which affirms the numbers of students in 
the population which you plan to serve. Or, it may be 
teacher vacancies, teacher attrition data, or the number of 
teachers on waivers which support your contention for the 
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need to increase the number of professionals in a specific 
area. Your State Education Department, your Health and 
Environment Department, your local college or university's 
data bank, and a variety of other state and community 
agencies and organizations are potential sources of such 
support data. If such data are not readily available, then 
the needs assessment or survey noted earlier will be most 
valuable. Other information in this document and available 
from the Alliance Clearinghouse provides some national 
sources of information which might be helpful in supporting 
national need in a variety of areas. 

Cooperation with the State Education Agency, Other 
IHEs , and Other Public and Private Agencies . Some of this 
information may have been provided under the Plan of 
Operation or Adequacy of Resources. Regardless, it is 
important to add information here that documents your 
agency's and your individual collaborations with pertinent 
groups such as: 

State Department of Education; 

State-designated lead agency under Part H of IDEA if 
appropriate; 

Other institutions of higher education (IHEs) such as 
community colleges and universities; and, 

Other public or private agencies linked to your 
targeted need. 
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In particular, how have you worked jointly with them in the 
past, or how are you working together now, to identify 
personnel, training, and other needs in your region? Be 
sure to include parent groups and consumer organizations as 
appropriate. List the exact role of you or your agency 
when cooperating with any of the other entities. How often 
do you work together and what form do those efforts take? 
How will grant support lead to greater collaboration? How 
will these collaborative efforts contribute to the 
long-term impact of your project after external funding is 
gone? 
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3 . Building a Generic Data Bank 
A. Literature Review 

Literature review . You will need to provide a 
concise, but thorough, review of literature pertinent to 
your proposal. This information complements the numerical 
need data you present and tells your reader you are 
knowledgeable about the area in which you are proposing 
training. 
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B . Need 

(a) IMPACT ON CRITICAL PRESENT AND PROJECTED NEED {30 
points) 

(1) Significance of the Personnel Needs 
You have two suggested types of evidence to delineate 
in this section. If your aim is to increase numbers of 
trained personnel, then you need evidence of critical 
shortages. If your purpose is to improve the competencies 
of existing personnel, then you need evidence to show such 
competencies are lacking. 

(i) Evidence of critical shortages of personnel 
A crucial component of your proposal must address the 
needs that exist in your service area . This is necessary 
in order to convince the readers of your proposal that your 
institution, region, or state should receive the award. 

Many writers have found it useful to divide this section 
into national and local {including state) needs so that 
data from both levels can demonstrate the need for the 
project. 

General needs . At the national level, your "General 
Needs" section will draw upon findings that relate closely 
to the area in which you are planning, such as training for 



1 




38 



5S 



Part II Section A 



ancillary staff or family interventions. You should draw 
from a variety of resources to get thorough descriptions of 
general need for your proposed efforts. 



Experienced grant writers often draw upon recently 
developed materials for a ready source of data. 



Convincing data can be found at four possible sources: 

1. The Alliance 2000 Project East and West Offices 
have staff who are working on developing general 
needs statements in major areas of concern. 

2. Existing government, organizations, and agencies 
data bases, such as the Department of Education's 
Annual Report to Congress which contains a wealth 
of information about students, their characteris- 
tics, reasons for leaving school, and projected 
needs in the future. 

3. The ERIC Clearinghouse and the National Information 
Clearinghouse for Handicapped Youth (NICHY) possess 
valuable data. 

4. The current literatyre that is closely related to 
your topic can be located by students and graduate 
assistants and will provide a solid foundation for 
your proposal. 
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The following are examples of the kinds of data that 
are most critical and appropriate. 



1. 


Numbers of vacancies in the profession you have 
targeted . 


2. 


Numbers of noncertified personnel on waivers. 


3. 


Numbers of students or adults in the target 
categories so you can project present and future 
needs . 


4. 


Numbers of teachers serving those groups and their 
'•match” to their constituents. 


5. 


Numbers of paraprof essionals or vacancies. 


6 . 


Breakdown of students /adults by demographic 
categories (ethnicity, gender, age, severity level, 
or special needs) . 


7. 


Projected needs in the future. 


8. 


Outcomes data from follow-up studies. 


9. 


Any other specific traits or needs pertinent to 
your proposal. 



Priorities in relevant organizations (such as the 
Council for Exeptional Children, National Association for 
Bilingual Education, American Speech and Hearing 
Association, parent^ organizations) or agencies (such as the 
State Department of Education, Human Services, the 
Commission on Higher Education) that relate to your 
project's purpose. 
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NOTE: A directory of relevant agencies and 

organizatons at the national level is soon available 
from the Alliance 2000 Project staff. 



Specific needs . There are many sources of data 
typically at the state level. They would be: 

1. State Department of Education Evaluation Unit (or 
its equivalent) ; 

2. Developmental Disabilities Bureau or Planning 
Council; 

3. State Association for Retarded 
Citizens/Developmental Disabilities; 

4. Governor's Committee on Concerns of People with 
Disabilities; 

5. Other representative agencies (e.g., Department of 
Labor, Department of Health and Environment, 
Division of Vocational Rehabilitation) ; 

6. Organizations such as the Council for Exceptional 
Children, National Association for Young Children, 
or Council for Learning Disabilities; and 

7. State committee for Comprehensive System of 
Personnel Development (CSPD) . 
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At the local level, school districts' data management 
units may be helpful. Check with parent organizations 
and community agencies related to your project as 
well . 



A common, but important source, of specific needs data 
is a statewide, or local, needs assessment. A needs 
assessment or survey does not need to be highly 
sophisticated, complicated, or lengthy. It should, 
however, provide information to directly support your case 
for a critical present or projected need. Such a survey 
provides one of the best means by which to ensure 
comprehensive and representative input. 

In addition, conducting a regional or statewide survey 
carries a great deal of weight with readers. 
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Mailing the surveys with stamped, pre-addressed return 
envelopes, and then following up with postcards as 
reminders, or phoning nonrespondents has proven 
successful in some instances. One parent organization 
serving rural citizens obtained best results by 
mailing the form with a note first and then calling a 
week later (where possible) to actually collect the 
data over the phone. One district decided they would 
do best by dividing up the forms among a team and 
making office, school, or home visits to personally 
gather the information. 



(ii) Evidence showing significant need for 
improvement in quality of personnel 
If improving competencies of personnel is your aim, 
you will need to compare the actual skills held by 
personnel in the targeted specialty or geographic area to 
the desired or needed skills. This comparison may be 
accomplished in a number of ways. Review section (i) above 
to get ideas about how to document both the general need 
(the national picture) as well as the specific need at your 
local or state level. Many of the agencies and 
organizations listed previously may have information about 
the lack of competencies among existing personnel. 
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A survey would provide the most quantitative support 
for the need to improve skills of personnel. A sample 
Competency Survey is presented in Figure Ill.a.l. Three 
responses are presented for the specific types of skills of 
the target group. Three response columns parallel the 
list. The first column (A) is to rate current skill levels 
(as with a Likert 0-4 scale) , and the second (B) is to rate 
desired skill levels. Subtract (B) from (A) . The final 
column (C) is to document the discrepancy, if any, for each 
skill. Distribute the survey to numerous members of the 
pertinent groups affected by the lack of competencies such 
as consumers, parents, staff, and administrators. 
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Figure Ill.a.l. 
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SAMPLE COMPETENCY SURVEY SEGMENT 

Please rate yourself (or your employees) on each 
competency listed below, as follows: 

Column A is for current skill level 

Column B is for ideal skill level 

Column C is for discrepancy between the two 

Each rating scale ranges from 0 (skill is totally 
absent) to 4 (outstanding level of accomplishment) . 

CIRCLE THE LEVEL THAT BEST REPRESENTS YOUR (OR YOUR 
EMPLOYEES') LEVEL OF SKILL IN COLUMN A, THEN CIRCLE 
THE LEVEL THAT YOU (OR THEY) SHOULD HAVE IN COLUMN B. 



Category & Specific 
Competencies 



Column A 
Current 



Column B 
Ideal 



Column C 
ft-) 



3. BEHAVIOR MANAGEMENT 
3a. Primarily uses positive 
behavior management 
techniques with all 
students . 

3b. Applies variety of 

management strategies 
depending on individual 
students' situations. 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 
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(2) Impact of Project on Targeted Need 

(i) Projected number of graduates 

One of the ways to demonstrate the possible impact of 
the project on the targeted need is by projecting the 
number of graduates of your program who will have the 
necessary competencies and certification to affect the 
need. Based on your budgeted tuition and other ■ support , 
answer the following questions: 

A. How many persons can you recruit? 

B. Are there enough unemployed or underemployed 
individuals in your service area who might be 
seriously interested in being trained in this 
field? 

C. What about parents or educational assistants as a 
recruitment source? Is there a ready pool of 
potential recruits who might want to pursue your 
training program? 

D. Did you make important contacts during your needs 
assessment of who can help with the recruitment 

i 

process? 
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Your projected number of graduates should be as high 
as you believe is achievable given present resources 
and those requested, so that you can show serious 
potential impact on the targeted need. Be sure that 
the number is reasonable and possible to accomplish. 



( ii ) For ongoing programs, numbers of previous 

graduates 

If you have already been doing training in the 
targeted area, do the number of previous graduates show a 
trend that supports your projected numbers? Where and in 
what kind of positions are the graduates currently employed 
and how are they contributing to the targeted need? 

(Hi) For new programs, program features' tie to 

needs 

Your evidence of potential impact should be delineated 
by the specific features of your proposed project if you 
are developing a totally new training program. Translating 
this into action means you will need to describe how 
closely project activities will affect the lives of the 
target population. How closely will project activities 
have an affect on the needs identified by your state's CSPD 
priorities, or any other pertinent organization's 
priorities? How are students with disabilities going to be 
affected? 
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It is appropriate to state what relieve will 

happen regarding the importance of the project and the 
benefits it will generate, but you should tie your 
statement to realities. Go back through your needs 
assessment findings, if applicable, and explain how the 
components of your project will influence those identified 
needs. Be specific. For example, is it possible to tie 
local or state administrators into providing either 
informal feedback or formal evaluation of your project? 
That might be one way to show the relationship of your 
project to employers' priorities and students' needs. 

Your next task is to outline your plan to help your 
p. 'gram graduates locate jobs in the targeted specialty or 
geographic area. Links to your Career Placement Office 
should be stated here, perhaps accompanied by a letter of 
support or a description of services which you can include 
in an appendix of your application. 



This is a good place to refer to your letters of 
support if they mention the project's possible impact, 
employment opportunities, or other relevant items. 
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A final way to document potential impact is to outline 
the ways your project will insure that participants will 
indeed gain the competencies needed to impact the targeted 
need. Briefly summarize your monitoring and evaluation 
strategies and other means by which your project will 
graduate well-trained individuals. Much of this can be 
accomplished by referring to support material which you 
place in the application's appendices, such as competency 
matrices, measurement procedures, and evaluation tools. 
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C. Budget 

Budget development . There are some pieces of 
information which should be gathered before you begin 
writing, or you will find yourself scrambling for 
information at the last minute. Though the Budget 
Development Document treats this information in depth, the 
following are some specific items of information which you 
must gather if you plan to request support: 

1. Travel policies and guidelines (in-state and out 
of state) , 

2. Mileage rate, 

3. Per diem, 

4. Lodging policies, 

5. Key personnel salaries (contract salary and number 
of days) , 

6. Clerical salaries, 

7. Other staff and graduate assistants, 

8. Tuition and stipends, 

9. Fringe benefits, 

10. Special needs of project (e.g., studio time, 
editing) . 
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D. Capacity 

Institutional capacity . You must provide information 
which supports the capacity of your institution to meet the 
purpose and objectives of your proposal. You need to 
provide a description of the special features of your 
institution which will provide specific support to your 
proposal. This may include a description of your general 
library, any special libraries, computer labs or other 
technological capabilities, audio-visual capabilities, 
practicum sites, or any other special resources, unique to 
your setting and supportive of your proposal. 
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E. Vitae 

Vitae development . Provide a one or two page vitae 
for all key project personnel. If you are proposing the 
funding of a Project Assistant, then you might want to 
include a vita of a potential graduate student for this 
position, which shows the quality of students available for 
such a position. Tailor the short vitae to highlight the 
experiences, background, publications, and other special 
skills and abilities which relate specifically to the 
proposed training. 
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1. Brainstorming 

It is advisable to have an initial brainstorming and 
planning meeting (or split them into two) with as many 
potential consumers and contributors as possible (whether 
they help write the proposal or simply submit a letter of 
support or intent to collaborate) . Tap into the existing 
relationships you have first, and then develop 
relationships where new ones are needed. Your current 
colleagues may be able to help you expand the circle of 
involvement or impact. This way you can be sure your 
project meets all parties' needs as much as possible, 
particularly the needs of those who might directly and 
indirectly benefit from this effort. Remember: if you ask 

the questions, you have to be prepared to do something with 
the answers. You may not be able to respond if the need is 
not in line with the scope of the present competition. 
However, all requests that fall reasonably within the 
award's intent should be considered for inclusion in the 



proposal . 
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2 . Identifying Principal Investigator/Team 

If there is an appropriate colleague who should be 
involved with your proposal, and you feel reasonably 
certain that collaborating on this project would be 
mutually beneficial, ask that person to join you in 
developing the proposal. You will be far better off in 
terms of ideas, workload, professional or political 
connections, and overall productivity. In fact, your 
proposal will carry much greater weight if it is 
collaborative across disciplines, departments, schools, and 
agencies, than if it reflects narrow parameters. 

(1) Qualifications and Accomplishments of the Project 

Director and Other Key Personnel 

This section should address the formal training of key 
personnel. The documentation should include related 
publications and professional contributions that are 
pertinent to the project. It works best to have a 
paragraph for each key person, starting with the Project 
Director (PD) . Start each paragraph with the person's name 
and what their role will be (e.g., "Dr. Adam will serve as 
the Materials Specialist for the proposed project") . The 
remainder of the items for each person might include: 
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1. Amount of time projected for project activities, 
both grant-supported and contributed by your 
institution. 

2. College degrees, or specific emphases or 
coursework related to the target need. 

3. Professional development experiences, such as 
workshops, focused conferences, certification 
training related to proposed training. 

4. Work or volunteer experiences that resulted in 
particular expertise of importance to the project. 

5. Research studies, case studies, or other inquiry 
endeavors related to the project. 

6. Reference to selected works by the person that are 
related to the project. 

7. Participation in key task forces, advisory boards, 
or other efforts that are major contributions to 
the profession or area. 

8. Personnel's experience in training the targeted 
group or specialty. 

Finally, you should describe each person's task and 
responsibilities in the project. Thus, the relationship 
between the person's expertise and assigned duties will be 
clear. 
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If some of your project personnel are not yet 
identified, such as project assistants or research 
coordinators, you can describe the pool from whom these 
staff will be drawn. List the minimum qualifications they 
will need and their responsibilities. You may want to 
refer to several vitae in an appendix (such as doctoral or 
master's degree students or community professionals) who 
represent willing or possible recruits for your staff 
positions. 

(2) Time Commitment of Each Person 

How much time will each key person give to the 
project? A personnel loading chart is often the best way 
to visually depict each individual's commitment because it 
allows readers to understand the overall workload quickly. 
(Remeiber some of this time can be a college or university 
contribution.) Be accurate in your FTE (full-time 
equivalents) allotments. 



Be sure to plan adequate time commitment on the part 
of all key personnel, especially the Project Director. 
A frequent criticism by readers is that the Director 
is inadequately committed to the project. 
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Clerical/ Secretary 

Describe the clerical duties which this person will 
perforin. Include such things as correspondence, management 
of project records, management of student records, typing, 
and filing. The duties should be consistent with the FTE 
you have requested in the budget detail and consistent with 
the work scope of the project. 



Other Staff 

Staff positions should include the staff members' 
names and degrees. Briefly mention unique skills which the 
staff member will contribute to the project. These skills 
should relate directly to the goals, objectives, and work 
scope of the project. Describe specifically the duties of 
the staff person. For example, "Dr. John Buck has 11 years 
experience testing and designing programs for students with 
severe or profound disabilities. He will be responsible 
for teaching courses in assessment of students with 
multiple disabilities. In addition, Dr. Buck will consult 
with the project staff on designing programs for students 
with severe or profound disabilities." Again, specify the 
amount of time each staff member will commit and when the 
work will be done (summer, fall, spring) . A sample 
personnel loading chart (and directions for its 
construction) can be found in Part III, Section B, p,4. 
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(3) Nond is criminatory Employment Practices 

Your proposal must reflect how you , as a part of your 
institution's nondiscriminatory employment practices, will 
ensure that project personnel are hired without regard to 
ethnicity /race, national origin, gender, age, or 
disability . 
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3 . Graphics 

Preparing graphics . Attractive graphics carry impact 
as well. Call upon your college's or division's experts in 
assisting you to develop the graphics you need for charts, 
figures, tables, graphs, or other visual messages. Better 
yet, become skilled yourself at generating impressive 
graphic aids so that you can quickly communicate the 
message you need to convey. However, do not decide to 
develop this skill while you are attempting to develop your 
proposal ! 

You can strengthen narrative and shorten narrative by 
providing figures, charts, and tables which provide a 
visual reference for your readers. The appendix at the end 
of this section contains examples of such graphics. There 
are many software programs available which are capable of 
allowing you to produce excellent graphics. It truly is to 
your advantage to take the time to summarize information in 
chart form where appropriate. If figures or tables do not 
work for the need or plan you are conveying, you may have 
supporting paperwork (reports, numbers, instruments, 
meeting minutes) that should be either: 

— excerpted within the narrative, or 

— referred to in the narrative and included in the 
appendix. 
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Once the objectives are clearly stated, the next step 
is a description of the process by which the requested 
financial support (personnel, materials, and other 
resources) will be distributed to meet the various 
objectives. This can be done efficiently by developing a 
chart which delineates the project objectives and notes 
timelines, activities, and how you will allocate resources 
(please see Appendix II.B.l for samples). 

Such a visual is useful for at least four reasons. 
First, it is very helpful in guiding overall proposal 
development, including the budget allocations process. 
During the initial development stage the chart serves as a 
management tool for identifying the financial resources 
required to support the specified project objectives and 
activities . 

Second, when the proposal is submitted, this chart 
provides support for how you chose to distribute the 
requested funds. It should be referenced throughout your 
narrative, as appropriate. The budget figures, the budget 
justification narrative, and the Project 

Objectives\Timelines\Activities\Resource Allocations Chart 
should all be in agreement. 
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Third, such a chart also serves as a highly effective 
visual reference for supporting project narrative in the 
Plan of Operation Section. The project narrative for this 
section can be more concise, because so much specificity 
can be provided in this one chart. In fact, this one chart 
may be referred to as supporting information in several 
sections of the proposal. 

Finally, the inclusion of such a chart makes it much 
easier to write a strong evaluation section, because the 
tasks to be evaluated and the allocation of resources are 
clearly identified. It is difficult to develop a good 
evaluation component if it is impossible to determine what 
should be evaluated. 
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4. Specific Budgeting 

A. Budget Detail 

When you have gathered. the information essential to 
developing your budget and have decided how to allocate the 
total dollars you plan to request, you are ready to begin 
the development of your budget detail. The BUDGET 
DEVELOPMENT DOCUMENT (Part IV) contains a worksheet that 
might assist you in developing your budget. When you 
respond to an RFP, the average range of awards for specific 
competitions are provided. Most proposal writers use these 
estimated figures to guide the overall budget development. 
Figure Il.b.l contains an example of a Budget Detail as it 
would be prepared to accompany a proposal. 

Some proposal writers include no specific section for 
this heading or these two subheadings; they tend to believe 
that the budget detail and budget justification sections 
address this topic adequately. However, it is quite easy 
to include this heading, as well as the subheadings, and 
provide the reader with a summary paragraph which points 
out that the budget detail and budget justification clearly 
support the overall project goal and the specific 
objectives of the project. Refer the readers once more to 
the chart which includes all information on objectives, 
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activities, timelines, and resource allocations. You might 
provide a summary statement of how much of the budget 
provides support to students (if you have requested a great 
deal of support in this area) , or a statement which 
highlights some other feature of your proposal. If your 
institution or another agency has made noteworthy in-kind 
contributions, this would be an appropriate place to 
highlight such contributions. 

The proposal must include long-range plans which 
indicate how the proposed program will function when 
federal funds are no longer provided. This ensures that 
programs initiated with outside support will continue 
beyond the final funding date of a specific award. 

Provision of such a plan should not be overlooked in the 
development of the total proposal. 

If your institution has a history of beginning 
programs with federal dollars and then continuing such 
programs after termination of federal funds, such 
documentation is helpful when you are requesting support 
for a new program. 
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A fourth procedure is to outline a specific plan which 
will be implemented when the programs begins. Such a plan 
would include specific information that would indicate how 
local education agencies, other colleges and universities 
in the area or region, and the State Education Agency or 
other agencies or organizations will be working together to 
ensure continuance of the program when federal dollars are 
no longer available. Such a plan could be strengthened if 
the proposal contains support letters or letters of 
agreements from individuals who represent a variety of 
agencies and organizations. 



64 

6 4 

ERIC 

um 



Part II Section B 



BUDGET DETAIL 
FIGURE II.B.l 



ITEM 

COSTS 

PERSONNEL SALARIES & BENEFITS 

Project Director 

.20 FTE X $54,000 
10 Summer Research Days X 
$54,000/195 DAYS 

Project Assistant 



$ 8,000 $ 0,000 

Secretary 

.50 X $17,500 $ 8,750 

Part time instruction 

3 courses x $2,250 $ 6,750 

TOTAL SALARIES $37,069 

♦Fringe Benefits @22% of Salaries $ 8,155 



Workmens Compensation 

Insurance 

Fica 

Retirement 
Other Benefits 

TOTAL FRINGE BENEFITS $ 8,155 

TOTAL SALARIES & BENEFITS 



TRAVEL 



1 trip to CEC in Washington, DC 
for Project Director 

Airplane Fare - Round Trip $880 
Per Diem 4 days x $50 per day $200 
Lodging 3 days x $120 per day $360 
Ground travel and transfers $ 50 



TOTAL TRAVEL 



$10,800 
$ 2,769 



CATEGORY 

TOTALS 



$45,224 



$ 1,490 



* Negotiated univeaity rate for both faculty and staff. 
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SUPPLIES 
Office supplies 



$40 per month x 12 


months 


$ 


480 


Instructional Supplies 
$60 per month x 12 


months 


$ 


720 


Instructor Supplies 

$50 per month x 12 


months 


$ 


600 


Video tape 

20 cassettes x $4.20 




$ 


84 



TOTAL SUPPLIES $1,884 

CONTRACTUAL 

Consultants 



$250 per 


day x 3 days 






$ 


750 


Per Diem 


4 days x $30 


per 


day 


$ 


120 


Lodging 


3 days x $100 


per 


day 


$ 


300 


Airplane 


Fare 










$650 per round trip 






$ 


650 


TOTAL 


CONTRACTUAL 











OTHER 

Telephone 

Long Distance Charges 

$25 per month x 12 months $ 300 

Phone line costs $20 per month 

Student Stipends 

10 students x $200 per month $24,000 

x 12 months 

Student Tuition 

Academic Year 
10 students x 12 hours 

2 semesters x $85 per hour $20,400 

Summer School Tu? ion 

10 students x 6 hours x $85 

per hour $ 5, 100 
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Project Assistant 
Academic year 

12 hours x 2 semesters x $85 

per hour $ 2,040 

Project Assistant 
Summer school 

6 hours x $85 per hour $ 510 

Copying 

$45 per month x 12 months $ 540 

Film Rental 

1 day x $70/day $ 70 

1 day x $130 $ 130 

Recruitment 

Flyers & Borchure $ 400 

Newspaper ads 

Campus paper - 2 ads x $40 each $ 80 

Local Daily 2 ads x $55 $ 110 

TOTAL OTHER 

TOTAL DIRECT COSTS 

INDIRECT COSTS 

Total direct costs x 8% 

TOTAL CHARGES 



$ 53/ 680 
$ 104/098 

$ 8/328 

$ 112/426 
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5. Identifying Resources 

(4) Adequacy of Resources , Facilities , Supplies , and 

Equipment 

This section requires specific facts about the 
physical support that your agency, and any participating 
agencies, plan to commit to the project. Describe the 
types of facilities (eg., offices, classrooms, computer 
labs) and equipment (eg. , microcomputers, file cabinets, 
audiovisual) that will be provided and where they are 
located. Outline which project staff will use which 
equipment and facilities. It is important to specifically 
define how these facilities and equipment will support 
project objectives and activities. 

A description of the resource materials to which 
project staff will have access should be included. Are 
there print, software, or audiovisual collections available 
and where are they? Include a description of available 
telecommunications -such as electronic mail systems for 
information gathering and dissemination and distance 
education support. 
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All pertinent library collections should be described. 
Be sure to include the expertise and data found in other 
departments at your campus or at other locations, such as 
the regular education, bilingual education, counseling, 
family studies, and educational administration units. For 
example, these units may be a crucial source of these types 
of information and materials: needs data, video and print 

training materials, computerized data bases, and other such 
support materials. 
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MA & BA GRADUATES - 1 989-1 990 

ETHNIC DISTRIBUTION 




MA GRADUATES 



BA GRADUATES 



FIGURE 6a 



i SUSPENDED OVER PAST TWO YEARS 





severe Maladaptive Behav 


iors 




None 


1-4 | 


5-7 


8-10 


More 


f of Districts 


22 . 


IS | 


I 2 


0 


3 



One District did not respond 



. . Mafinitiion A) has your school district found It 

<»> nscessary^o'exolud^for'soBe plrlod It tlae during the put two eohool 

years? 






• RESOURCES TO AID IN RETAINING 





More 

staff 


Change 

facilities 


C -her 


| of Districts 


12 


6 


13 






(b) whet would have wade It possible to 
school jetting a 



retain these individuals within the 
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Epeoial Education 
Doctoral graduate Demographies 
1979-1980 



f of Graduates by Year 



| 1971 - 3 

| 1972 - 1 

1973 - 2 

1974 - 1 

1975 - 2 

1976 - 3 

1977 - 7 


1978 - 2 

1979 - 3 

1980 - 6 

1981 - 7 

1982 - 3 

1983 ~ 8 

1984 - 6 


1985 

1986 

1987 

1988 

1989 

1990 


- 2 
- 6 

- 4 

- 7 
® 5 

- 2 




Total 80 






Ethnioity and 


Gender 




1 Anglo 
| Hispanic 


84% 

15% 


Male 

Female 


38% 
62% | 



Occupation 



Retired 

LEA 2 ]\ 
Consultant 8 * 
Other Private 18% 



THE 

Faculty 
Hon Faculty 
SEX 

Executive Director 




30% 

9% 

3% 

3 % 
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Special Education Undergrad Applicant Pool 

35 



30 



25 



20 



15 



10 



Fall 1990 



□ Anglo 0 Hispanic □ African Amer ^Native Aver 11 Men W Women 



98 



97 



, o 

ERIC 




I 



Hr** 1 

Project Actlvlt!**/*!**^ 0 * 
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Activities 



t. o«velo(*eent of taerolteant 
mterlsle foe eeedesife yw 
pro jrwo 

o. Poster Develo(jn*nt 

b. irKtiwr* ©evelopnertt 

c. km telaiee-taflenel 
end local 

d. orsenltatlonol Keueletter 

e. APS Meueletter 

(. Prepare application for 
trelnln* pro«rw 
I. Mall poster* (General) 
h. Well •rochere* (Detailed) 

2 . identification Contact 
of Potential trainee* 

a. oreduatlni Venlora, II.M 

b. Sp Ed UnderfroAjatee 

c. dontrodltlonel Student* 

d. Moll Adalaelcn Packet* 
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Mov Dee 
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Oat* 


• ••••*>• 


••••••• 
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PO/JO 
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Sept 
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PO/CV 


Am 


PO/JO 


PD/JO 


June 


tee 
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Sec 


PO/CV 
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PD# 


PO/CV 


Ontolnt 


?0a 


PO/CV 


Onsolnt 
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PO/CV 
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PO/CV 
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i&mmuwmtim*** 



(yal Aesp * Evaluation teepenalblllty 

Taek Ceep Oat* * ejected Teak Coavletlon Date 



fp project Co-G I rector 

jo Name 
cv Name 

PA Project A**l*t«nt 
see secretary 
cs Content SpeeUlUt 
pt Pert Tie* Instructor 
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WRITING THE PROPOSAL 



Components 

(a) Impact on Critical Present & Projected Need (30) 
Appendix 

III.A.l Sample Needs Assessments/ Surveys 

(b) Capacity of Institution (25) 

(c) Plan of Operation (25) 

Appendix 

III.C.l Sample Plan of Operation 

(d) Evaluation Plan (10) 

Appendix 

III.D.l Sample Evaluation Questons 

(e) Budget & Cost Effectiveness (10) 
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Component (a) 



IMPACT ON CRITICAL PRESENT 
AND PROJECTED NEED 



(30 points) 



(1) Significance of the Personnel Needs 

(i) Evidence of critical shortages of personnel 

(ii) Evidence showing significant need for 
improvement in quality of personnel 

(2) Impact of Project on Targeted Need 

(i) Projected number of graduates 

(ii) For ongoing programs, numbers of previous 
graduates 

(Hi) For new programs, program features' tie to 

needs 
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Part III Section A 

(a) IMPACT ON CRITICAL PRESENT AND PROJECTED NEED (30. 
points ' 

(1) Significance of the Personnel Needs 
You have two suggested types of evide > * -e to delineate 
in this section. If your aim is to increase numbers of 
trained personnel, then you need evidence of critical 
shortages. If your purpose is to improve the competencies 
of existing personnel, then you need evidence to show such 
competencies are lacking. 

(i) Evidence of critical shortages of personnel 
A crucial component of your proposal must address the 
needs that exist in your service area . This is necessary 
in order to convince the readers of your proposal that your 
institution, region, or state should receive the award. 

Many writers have found it useful to divide this section 
into national and local ( including stated needs so that 
data from both levels can demonstrate the need for the 
project. 

General needs . At the national level, your "General 

Needs" section will draw upon findings that relate closely 

\ 

to the area in which you are planning, such as training for 
ancillary staff or family interventions. You should draw 
from a variety of resources to get thorough descriptions of 
general need for your proposed efforts. 
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Part III Section A 



Experienced grant writers often draw upon recently 
developed materials for a ready source of data. 



Convincing data can be found in four possible sources. 

1. The Alliance 2000 Project East and West Offices 
Staff, who are working on developing general needs 
statements in major areas of concern. 

2. Existing data bases in government, organizations, 
and agencies, such as the Department of Education's 
Annual Report to Congress which contains a wealth 
of information about students, their characteris- 
tics, reasons for leaving school, and projected 
needs in the future. 

3. Valuable data are available through the ERIC 
Clearinghouse and the National Information 
Clearinghouse for Handicapped Youth (NICHY) . 

4. Current literature closely related to your topic 
which can be located by students and graduate 
assistants. 
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Part III Section A 

The following are the kinds of data that are most 
critical and appropriate. 

1. Numbers of vacancies in the profession you have 
targeted. 

2. Numbers of noncertified personnel on waivers. 

3. Numbers of students or adults in the target 
categories so you can project present and future 
needs. 

4 . Numbers of teachers serving those groups and their 
"match" to their constituents. 

5. Numbers of paraprofessionals or vacancies. 

6. Breakdown of students/ adults by demographic 
categories, (ethnicity, gender, age, severity 
level, or special needs) . 

7. Projected needs in the future. 

8. Outcomes data from follow-up studies. 

9. Any other specific traits or needs pertinent to 
your proposal. 

Priorities in relevant organizations (such as the 
Council for Exeptional Children, National Association for 
Bilingual Education, or parent organizations) or agencies 
(such as the State Department of Education, Human Services, 
or the Commission on Higher Education) that relate to your 
project's purpose. 
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Part III Section A 



NOTE: A list of relevant agencies and organizations 
at the national level is available from the Alliance 
2000 Project staff. 



Specific needs . There are several sources of data at 
the state level. They would be: 

1. State Department of Education Evaluation Unit (or 
its equivalent) . 

2. Developmental Disabilities Bureau or Planning 
Council . 

3. State Association for Retarded 
Citizens/Developmental Disabilities. 

4. Governor's Committee on Concerns of People with 
Disabilities. 

5. Other representative agencies, e.g., Department of 
Labor, Department of Health and Environment, 
Division of Vocational Rehabilitation. 

6. Organizations such as the Council for Exceptional 
Children, National Association for Young Children, 
or Council for Learning Disabilities. 

7. State committee for comprehensive system of 
Personnel Development (CSPD) . 
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Part III Section A 



At the local level, school districts' data management 
units may be helpful. Check with parent organizations 
and community agencies related to your project as 
well. 



A common, but important source, of specific needs data 
is a statewide, or local, needs assessment. A needs 
assessment or survey does not need to be highly 
sophisticated, complicated, or lengthy. It should, 
however, provide information to directly support your case 
for a critical present or projected need. Such a survey 
provides one of the best means by which to ensure 
comprehensive and representative input. 



In addition, conducting a regional or statewide survey 
carries a great deal of weight with readers. 



Examples of needs assessment instruments are included in 
Appendix III.A.l 
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Part III Section A 



Mailing the surveys with stamped, pre-addressed return 
envelopes, and then following up with postcards as 
reminders, or phoning nonrespondents has proven 
successful in some instances. One parent organization 
serving rural citizens obtained best results by 
mailing the form with a note first and then calling a 
week later (where possible) to actually collect the 
data over the phone. One district decided they would 
do best by dividing up the forms among a team and 
making office, school, or home visits to personally 
gather the information. 



(ii) Evidence showing significant need for 
improvement in quality of personnel 
If improving competencies of personnel is your aim, 
you will need to compare the actual skills held by 
personnel in the targeted specialty or geographic area to 
the desired or needed skills. This comparison may be 
accomplished in a number of ways. Review section (i) above 
to get ideas about how to document both the general need 
(the national picture) as well as the specific need at your 
local or state level. Many of the agencies and 
organizations listed previously may have information about 
the lack of competencies among existing personnel. 
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Part III Section A 

A survey would provide the most quantitative support 
for the need to improve skills of personnel. A sample 
Competency Survey is presented in Figure III.a.1. Three 
responses are presented for the specific types of skills of 
the target group. Three response columns parallel the 
list. The first column (A) is to rate current skill levels 
(as with a Likert 0-4 scale) , arid the second (B) is to rate 
desired skill levels. Subtract (B) from (A) . The final 
column (C) is to document the discrepancy, if any, for each 
skill. Distribute the survey to numerous members of the 
pertinent groups affected by the lack of competencies such 
as consumers, parents, staff, and administrators. 
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Part III Section A 



Figure Ill.a.l. 



SAMPLE COMPETENCY SURVEY SEGMENT 

Please rate yourself (or your employees) on each 
competency listed below, as follows: 

Column A is for current skill level 

Column B is for ideal skill level 

Column C is for discrepancy between the two 

Each rating scale ranges from 0 (skill is totally 
absent) to 4 (outstanding level of accomplishment) . 

CIRCLE THE LEVEL THAT BEST REPRESENTS YOUR (OR YOUR 
EMPLOYEES * ) LEVEL OF SKILL IN COLUMN A, THEN CIRCLE 
THE LEVEL THAT YOU (OR THEY) SHOULD HAVE IN COLUMN B. 

Category & Specific Column A Column B Column C 

Competencies Current Ideal (+-) 

3. BEHAVIOR MANAGEMENT 
3a. Primarily uses positive 
behavior management 
techniques with all 

Students. 01234 01234 -2 

3b. Applies variety of 

management strategies 
depending or individual 

students' situations. 01234 01234 -3 
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Part III Section A 



(2) Impact of Project on Targeted Need 

(i) Projected number of graduates 

One of the ways to demonstrate the possible impact of 
the project on the targeted need is by projecting the 
number of graduates of your program who will have the 
necessary competencies and certification to affect the 
need. Based on your budgeted tuition and other support, 
answer the following questions. 

A. How many persons can you recruit? 

B. Are there enough unemployed or underemployed 
individuals in your service area who might be 
seriously interested in being trained in this 
field? 

C. What about parents or educational assistants as a 
recruitment source? Is there a ready pool of 
potential recruits who might want to pursue your 
training program? 

D. Did you make important contacts during your needs 
assessment who can help with the recruitment 
process? 
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Your projected number of graduates should be as high 
as you believe is achievable given present resources 
and those requested, so that you can show serious 
potential impact on the targeted need. Be sure that 
the number is reasonable and possible to accomplish. 



(ii) For ongoing programs , numbers of previous 

graduates 

If you have already been doing training in the 
targeted area, do the number of previous graduates show a 
trend that supports your projected numbers? Where and in 
what kind of positions are the graduates currently employed 
and how are they contributing to the targeted need? 

(Hi) For new programs, program features' tie to 

needs 

Your evidence of potential impact should be delineated 
by the specific features of your proposed project if you 
are developing a totally new training program. Translating 
this into action means you will need to describe how 
closely project activities will affect the lives of the 
target population. How closely will project activities 
have an affect on the needs identified by your state's CSPD 
priorities, or any other pertinent organization's 
priorities? How are students with disabilities going to be 
affected? 
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B 

I 

B 

B 

B 

B 

B 



It is appropriate to state what you believe will . 
happen regarding the importance of the project and the 
benefits it will generate, but you should tie your 
statement to realities. Go back through your needs 
assessment findings, if applicable, and explain how the 
components of your project will influence those identified 
needs. Be specific. For example, is it possible to tie 
local or state administrators into providing either 
informal feedback or formal evaluation of your project? 
That might be one way to show the relationship of your 
project to employers' priorities and students' needs. 



B 

B 
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B 

B 

B 

B 

B 

B 

B 



Your next task is to outline your plan to help your 
program graduates locate jobs in the targeted specialty or 
geographic area. Links to your Career Placement Office 
should be stated here, perhaps accompanied by a letter of 
support or a description of services which you can include 
in an appendix. 



This is a good place to refer to your letters of 
support if they mention the project's possible impact, 
employment opportunities, or other relevant items. 
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A final way to document potential impact is to outline 
the ways your project will insure that participants will 
indeed gain the competencies needed to impact the targeted 
need. Briefly summarize your monitoring and evaluation 
strategies and other means by which your project will 
graduate well-trained individuals. Much of this can be 
accomplished by referring to support material which you 
place in the appendices, such as competency matrices, 
measurement procedures, and evaluation tools. 
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Appendix III.A.1 

Sample Needs Assessments/Surveys 
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PLEASE COMPLETE AND RETURN IN ENCLOSED SELF-AD0RESSED ENVELOPE 



*Y NAME 



STREET ADDAES5 OR £T0X 
CATACT REftOT " 



TTTY* 



ITT 



itof 



WUtfTIW SERVED B'Y'YOUft'ASENCr 



BSSSCSR O? ?ASAPROrSSSIOr*ALS ZiPICES 

LEGEND 



I 

I 

I 

I 

I 
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I 

I 
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lease rate the competencies according to how you see its importance for a 
era professional who works with handicapped individuals. 

0 1 2 3 4 5 

Not Not Slightly Somewhat Definitely Extremely 

Applicable Important 'Important Important Important Important 



IOplC: felli, Special i&crt Isa « fl<) tentajtt 

Competencies 

-KAowledge of terminology 
wit* special education 1 descrip- 
tions of various handicapping 
conditions 

-Ability to define and apply prin- 
ciples of confidentiality, legal 
responsibility, and accountability 

•Knowledge of appropriate approaches 
for intervening with affects of 
disabling conditions 

•toowledgt of current legislation 
regarding servlets to Individuals 
*<tft special needs 

-Knowledge of comnitfy resources 
providing services to people with 
Special needs 

-Ability to foster llason between 
agency and ho*e and between agency 
end coMunlty 



12 2 4 5 



•ability to Identify and access 
professional organisation, at 
*— 11 it eo»Mttty resources of 
*«1w to progra* end students 
• 

-Ability to develop specific avenues 
for parents to becw involved In 
planning for their children 



.Total 

N 

73 


• Hean 

X 

2.75 


74 


4.14 


74 


4.08 


73 


2.71 


73 


3.37 


74 


3.53 


74 


2.97 


74 


3.28 
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Topic* TtchnjguM fot Social and emotions! Development o t Exceptional Students 
Ceap«f ncUt 

•Oe«oAitrie« rapport with students 
in dU settings 



«*lslataina positive expectations 
of students'achievsments 

•Attandi to student* 9 eonttrnt 

•values the learning process 

•Demonstrates understand inf of 
students* frames of ref ere net 

•Establishes mutuality and 
rapport with students 

•Links instructional process to 
student concerns 



Total Kean 
K X 

0 1 2 3 4 5 *74 4*47 

n 

0 l 2 3 4 5 74 4.50 

0 1 2 3 4 5 74 4*38 

0 1 2 3 4 5 74 4.41 

0 1 2 3 4 5 73 4,19 

0 1 2 3 4 5 72 4.33 

0 1 2 3 4 5 73 4.08 
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•Structures processes to facilitate 
students" active learning 

•Adapts to situational dasanda 

—Desponds to nonverbal cues 

•Ability to assess Interpersonal 
and socialization needs of students 
and plan accordingly 

•Ability to teach problem-solving 
skills appropriate to students* 
level of functioning 

•Ability to recognize Interactions of 
own feelings and styles with student 
episodes of loenoropriate behavior 




' t St uLei — T*»£gP«Vtic Tt^hfileu M for 3»vi ft Dahtvlcr Oiaortitra 



Competencies 

•Ability to distinguish between 
actin' out behaviors end 
actua severe behavior disorders 

•Abili y to assist in developing 
behav oral management plans 
which are maximally appropriate 
for each student 

•Ability to implement end evaluate 
interventions in collaboration 
with co-workers end families 

•Ability to implement intervention 
techniques targeted for carryover 
into students" other environments 
(if applicable! through closely 
coordinated efforts with other 
service providers and/or parents 

•Ability to describe and utilize 
appropriate restraint end seclusion, 
techniques vh on necessary 

•Knowledge of the behaviors and 
patterns typically exhibited by 
each category of individuals with 
severe behavior problemst those 
labelled as autistic* the learning 
disabled with severs behavior 
problems, emotionally disturbed, 
mentally ill* acting out 



012345 

0 1 2 3 4 5 

0 2 2 3 4 5 
0 1 2 3 4 5 

0 1 2 3 4 5 
0 1 2 3 4 5 
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Total 

K 

~V. 


Mean' 

X 

4.10 
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73 


3.78 


74 


3.73 


74 


3.64 


74 


3.95 
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3.96 
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Basic Methods and Materials 



•Ability te itoicrlin reU mbn M 

*? “« H~. .Uhia *h* b.A.v.n 
•f • A«| 4 J •e»e«t|o»i (MtAeteftMlmul 



~Amaam«nt «f I«4 IvIAmI fr«*tls lie, 

terns of individual 
Mhiiyexaent. 



AMUtr t« wit* fc«A*»Ur.l 
«Ml»t U acttUx; vnl s 



**Wi4*r *• ftntU; SMiwt im«m 

t**4 progress 



Total Mean 
N I 

0 1 2 3 4 5 72 3.67 

0 1 2 3 4 5 72 3.57 

i 

0 1 2 3 4 5 73 3 » 16 

0 1 2 3 4 5 73 2.99 
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8 

8 

8 

8 
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To * ,,c * P*r»j>rofet 3lt»>al *ol«« «wd ;n t .« e n.n. 

CoiwfRcitt 



-Ability to recognise end deal with 
Oft« # g Own feelings regarding 
turdicApp^ individu«U 
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1 


2 


3 


4 


5 


74 


4.74 


•Ability to effectively carry out 
instructions fro* t laid a it® 
lu^rvlior 
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4 


5 


73 


4.67 


•Par tie! potion ai a taia atibar in 
planning of classrooa acUvltita 
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3 


4 


5 


74 


4.30 


-Oenonatrate av&rene&s of parant- 
teacher relationships and the 
responsibilities and probl«»* 
^ich arc involved 


0 


l 
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4 


5 


74 


4.24 


of the value of con* 
otructivo critic!** or aoggostlons 
fro* supervisorial and ability to 
respond appropriately 


0 
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74 


4.59 


-Effective communication in oral and 
written for* with staff, students, 
end o that a in course of work 
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74 


4.34 


-Demonstrate under a landing of the 
role(s) , responsibilities, and 
limitations of a apodal education 
paraprofoaaional 


0 
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74 


4.45 


*5?*!?^ ** »«^analbmtlaa la 
flald tatting aa aaadad or ladUata* 
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74 


4.38 


•Ability to Incorporate cultural a 
linguistic diversity ia activities 


0 


1 


2 
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4 


5 


73 


4.03 


-Identification •* f*lea an* function* 
of iiUNiMlfllMSY teas 
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74 


3.80 


•Ability to recognise and ail minute sea, 
class. race, or disability stereotyping 
ia activities an* program 
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4*.34 


-Assume t Iso ef sole aa responsible, 
participating noobar of aarvico 
delivery taco 
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74 


4.49 


•Ability to support adjustment end 
functioning of fan IK lee of handl* 
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74 


3.97 
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^ er Characteristi cs and educational Heeds of Caceotlonal Populations 



•Ability t» Insure physical and 
pirsMtl Mftty m oell.be lag «f 

«•«* student 


0 1 2 


r vyv ■ ■ % » 

•: i 

3 4 


‘.Total* 

5 N ‘ 
5 72 


K« an 

X 

4.67 


•Ability to provide uft, healthy 
mvinmu for fttudtnti 


0 12 


3 4 


5 


72 


4.51 


•Anowledge tf ficttn litirficliif 
t* disabling conditions 


0 12 


3 4 


5 


71 


3.73 


-Ability to identify and describe 
•tl Mjor handicapping conditions 


0 12 


3 4 


5 


71 


2.92 


-Ability to assist clients In physics! 
cine tasis ss needed 


0 12 


3 4 


5 


72 


4.24 


-Ability to plan an appropriate 
<«1!y scheme of sctlvitl«s for 
Sf» Individual or snail group of 
itudtfits 


0 1 2 


3 4 


5 


72 


3.64 










♦ ^ 


(«MUnc1« 




— -• 


- 1 


N 


X 


-tno«1*dg« of Ossie principles of 
behavior shaping and ctassroca 

•tnageaent 


0 12 


3 4 
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3.82 


-Ability to met with flexibility, 
creativity, and sensitivity to 
Changing situations and needs 


0 12 


3 4 


5 


70 


4.54 


-Appropriate utilisation of behavior 
■anagenent techniques In the 
ctassroon or Institution 


0 1 2 


3 4 


5 


72 


4.04 


-Ability to help arrange environment 
to facilitate learning and/or 
development 


0 1 2 


3 4 


5 


72 


3.92 


-Ability to nanage students' 
bthavlor effectively 


0 12 


3 4 


5 


72 


4.19 


**£*1lty 1# hold students accountable te 
their best learning Interests 


0 1 2 


3 4 


5 


72 


3.76 


-Ability to vso role-node! 1 m 
opprerplately 


0 12 


3 4 


5 


72 


4.01 


•Ability to determine which 
behaviors are appropriate to nodal. 


0 12 


3 4 


5 


72 


4.03 
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Topic* Therapeutic TtCftnigugt for Severely/Profoundly end Multiply Handicapped Students 

CgwtggcUi 



e--.vi.vc 



Topics 



•Knowledge of mhmI growth end 
i*v«lop««n proctu«» in sensory, 
physical/motor, MiC-h«ip. 
intellectual, medical, ond social 

off cat 

•Ability to critically obstrvi and 
interpret behaviors and expressions 
of severaiy/profoundly involved 
students in an accurate manner 

•Ability to translate observational 
data into significant information 
for Inclusion in planning of each 
•indent's goals, objective*, and 
ectivititi 

•Ability to assist iatardlaclplinary 
taaa in planning, implementing, 
and evaluating specific intanrantion 
strategics promoting maximum growth 
by each student 

•Ability to coamuuleata effectively 
in oral and written form with 
etaff a other local professionals, 
students, and their families 

•Knowledge of the correct positioning, 
handling, and therapeutic feeding 
techniques required by each student 
for Optimal development 

•Ability to communicate in Spanish, 
Native American ianguage(a). Sign ? ' 
— *• Language, and/or symbol, picture, 

or printed system displayed on 
communication boards 



Total Kean 

>• to 2 

0 1 2 3 4 5 71 3 * 69 

0 1 2 3 4 5 72 3.67 

0 1 2 3 4 5 72 3.44 

0 1 2 3 4 5 72 3.50 



1 2 


3 4 5 


72 


3.58 


1 2 


3 4 5 


72 


3.93 



0 1 2 3 4 5 



72 3,54 



• « 

W ethodq and Materials for Aasesament, Planning, and Intervention 
Comp etencies 



•Demonstrate awareness of general 
training procedures associated with 
academic, self-help, motor, and 
social skills 

•Ability to aonitor individual 
instructional program a 

•Ability to collect observational 
data and provide feedback regarding 
atudanta 9 behavior 

•Ability to eonduct small group 
activity or individual activity 
from field aits supervisor's plana 

•Knowledge of material, equipment, 
activity, and environmental modifi- 
cations indicated by various handi- 
capping conditions 

•Ability to develop and carry out 
lesson plane In a wide range of 
currieuliM areas 

-Anility te develop end use appropriate 
teaming aaterial* 



0 1 2 3 4 5 



-Creation ef aigtroprlete learning 
tWfir i W M Wt! for individual ttudentu 
and group* 
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0 1 2 3 4 5 71 3.96 

0 1 2 3 4 5 72 3.74 

0 1 2 3 4 5 72 3.71 

0*1 2 3 4 5 72 3.83 
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Other competencies you believe are relevant: 



C 



What ways can your agency or organization provide support to help Improve 
the state of the art for paraprofesslonal workers and their effforts? 

26 Establish a career ladder that would reward paraprofesslonal s for 
upgrading their skills 



ZB 



14 



55 



Improve status based on a combination of education and experience 
Pay tuition costs 
Provide in-service education 
21 a ) At UNM 

$2 b) On site at the agency 
Provide release time for In-service training 
Pay for books 

Pay transportation costs to UNM 

Encourage and support monthly or quarterly meetings of paraprofesslonal s 
• to promote communication. Identification of needs, and establishment of 
e support group 

35 Authorize and provide quality supervision of Internships 



43 



13 



14 



37 



******************** 



•a*****#**********'*** 



43 please check If you would like to receive copies of other states and 
— — agencies 1 career ladders for paraprofesslonal s. 

Please check If you would like the paraprofesslonal training program 
staff to meet with you to describe the program, advise regarding the 
development of a career ladder, or aid In the establishment of para- 
professlonal support groups. 



21 



43 



Please check If you would like the results of surveys completed by aides 
regarding expressed needs for training, role clarification, and rein- 
forcement systems . 



Thanks again. 

Ginger Blalock 
Susan Hoi burn 
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PARAPROFESSIONAL LEARNING NEEDS SURVEY 

• • 

Th« purpose of this survey is to help your employ ingagcncyand the 
Skm Paraprofessional Training Statewide Network decide how best to 
neat your inservice training needs. W® want to know Ji«t ®bout 
the »ost important content for training. We also need to know 
about the best times for training. These are ®« on y»? us •JF'J?* 
that will be used to plan workshops for you during the 1989-90 
school year. Thank you for your time. 



1 . 



2 . 



Do you feel a need for additional training in order to do your 
job effectively? Yes N o 

If "yes,” what areas of training do you need of want? Please 
rate them from 2 (most important) to 2* (least important). 




Communication with clients or students 

Communication with professionals 

Working with families of the disabled 

Working with families of different cultures/languages 

Knowledge of various handicapping conditions 

Knowledge of special education philosophy and policies 

Use of different assessment methods 

Use ©f different teaching or intervention methods 

Use of a range of teaching materials 

Use of audio-visual equipment. 

positive behavior management principles 

Management of a learning environment 

Knowledge of appropriate roles and responsibilities of 
teachers and assistants 

School/agency organization . . ' 

Public Law 94-142 and Section 504 of 1973 Voc. Rehab. Act 

Problem-solving techniques and activities 

First aid and CPR training 

Knowledge of normal child development 

Knowledge of normal adolescent and adult development 

Legal rights of disabled clients or students " 

Legal rights of p&raprofessionals serving the disabled 
Task analysis procedures 

Skill# in writing behavioral/learning objectives 
Skills in planning activities and programs 
Knowledge of social/emotional development 
Techniques for working with severe behavior disorders 
Techniques for working with severe physical and multiple 
handicaps 

Sign oir^other language (s) Which? 

Community based instruction 
Work-study or job coaching instruction 

Other 
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3 . 



4. 



b. 

c. 
<3. 
« 



r 



i«i«M U y oS on l tiS 9 ioS « V P«? 

_Yes HO 

Picas® rat® the three (3) best ways by which you l«^n in 
Cl?5S S7«iu«ion eff * CtiV ® )8 f. Small group activities , 

- ^Sr tapcs =fc -« crpapers 

?°ilr,?i ayin9 “i. combinations of_4 — , 

Simulation activities « — j* oth * r « — ■ 

Ssllsss. cr edit course: 

•a. Late afternoon 
Evening 

l°session (3 hours) per WftC * 16 weeks 

0 cessions (1 1/2 hours each) per week for 16 weexs 

1 „,K (1 hour each) par ««X for M weeks 
6 Saturdays (8 hours ®ach) for 6 wee * 

12 Saturdays (.4 hours each) for 12 weeks 
Paytime during summers only 

other: - • « — — — 1 




6 . 



continu ing education (nOTCTffflit) 
v a. Weekend workshop (12-16 hours) 

2-4 Saturdays (6-8 hours each) 

c. 1 night (3-4 hours) per week for 

d. 1 day (3-4 hours) per week for 4* 

e. -Other \ 

Please rate from 1 to 2 (l*most important) 
Srionlwln, incentives for you to pursue 
trainings _ t . 




Tuition reimbursement 
. Reimbursement -for • books 
Transportation provided 
Mileage reimbursement 
On-site courses 



9- 



yon youp fiPPEftV Igiyn teacHEKS: 

1. 



4-6 weeks 

>6 weeks 



the importance ‘ of 
additional 

Release time for 
classes ' 

Career ladder with 
levels based on 
combined 
education and 
experience 



2« 



Should your district or RCC hold a »®« ion for teachers ° n 

working with paraprofessionals? ? es ”° 

Should this be done jointly with the assistants? Yes _ 



No 



COMMENTS ; 
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The I'niversllj of New Mexico 



UNIVERSITY OF NEW MEXICO 
DEPARTMENT OF SPECIAL EDUCATION 



Department c4 Spevul j»i*w 

Coliepc trf E<W*ww 
Altw{ucfque. NM H 1 *?! 

«50Si 27? ?0I* needs survey for transition specialist degree program 



1. Do you zee * need for this training? X Yes 
Ye*, under certain condition*' (explain); 



No 



If “yes", what topics/skil! areas would need to be included? 

~ 7 iu<*. 

2. How many persons in your LEA or community agency would likely participate?, , /Z L 
What roles do they currently fill? ' ~~ 



[ j^ rc t hcrp people in your community who would be likely candidates to participate? 
XL No Yes 

If •yes", how many? What roles do they fill now? 



4 What other kinds of support, in addition to financial (through tuition and small 
stipends), would participants from your area need? 



O 

ERIC 1 



5. Would youT agency be willing to collaborate to support such training? 
Y es N o 

A Yes, under certain conditions (explain): 



What form(s) of support would your agency prov’,de?_ 






6. What kinds of jobs would project graduates do in your district 
or agency? 



?LEASE COMPLETE SECTION BELOW & RETURN BY FEB. IS TO: 
Ginger Blalock, Dept, of Special Education, 

University of New Mexico, Albuquerque, N J*t 87131 1-277*5119 



DISTRICT OR AGENCY: 
Contact Person:__ . 
Address: r7/Q\C 



Ml 



J- 



Phone: 

I City/Zip: . . ... 
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Services to Students with Severe/Prof ound Handicaps 



I 




ft. 8WttTIV£8 W 0UTKHC5 



I. fe have specific wtceaw or |0»ls witten 
♦w th* various exceptionalities, incloding students 
*U5s Mvere/prefcuod handicaps? 

!h 

#9 



If Tn< wuld U N fwsilU for us to srit* you to 
obtain a espy? —— *° — * 

Bos ill y « deteraine tfcesa foils? 



If is, <o you feel this uoeld sene any purpose ia 
establishing foil* f* these students? 
y M Bo „ «ot Certain _ 

2. By school district does does act 

falleo-op special education students ubo exit public schools. 



r 



t, By school district . dots — » does sot have 

ti« resources to follor-op special education students 
■ho exit the public schools. 



, Bocs your school have a specific referral systee 
tS students froa school to eoaaunity or to other agencies? 



I. CHIU) FI® 



1. 



!• your Child Fiod activities did yoe pubiiciie 
your activities throofh 

Bees releases la a local paper 

Local radio public service announceaents 
° Letters te all citUeas ia your district 
School aevs letters 

“ fltfter - ~ -‘rr 

KSH yea share yaur iafsraation If reguested? 

Tes *> 



2 . |ivM that the at establishes procedures for 
Child Find, ukat activities do you undertake to 
facilitate the locating of children froa birth? 
Screening Clinics at local Health Fairs 
‘ Special evants eith posters on prevention 
~ Coordination uith local agencies and 
Pediatricians 



S. So you feel these activities are useful ia 
locating the aajeraty of children free birth? 

Tes «o 

4. Bo you presently sake referrals of children found 
under school age, or thosa of sehool age net 
attending schools, to other agencies? 

Tes 



Tes , . 

Bo r 

Follouing are instruoents for screening and assessaeat 
ef J and 4 years olds. Please indicate uhich you are 
currently using. 



S. Bo you aaintain a record of the children? 

Yes 

No „ „ 

Nhat is the current nueber of children tnder 3. 

Nhat is the current tuabtr of school age, but 

not in school. 



y ynnuc ngw wpiTS IJSL1MJ 

Battelle Berelopnental Inventory fScreening Testl 
~~ lenver Bevelopnental Screening Test iBCSTI 
““ Bevelopnental ftctlvlties Screening Inventory (PASH 7, 

Eapressive toa-uerd Picture Vocabulary Test (0#VT) 

Fluharty Preschool Speech and Language Screening 
___ Rilltr AssestMnt for Preschoolers 
flther — 



t. Is a specific individual assigned to conduct Cnild 
Find activities? 

Yes H y«», 

No 

ftre you still ectively conducting Child Find 
activities? Tes . — No 

If yes, hou are you presently screening these 
children? Ofho sees ties? Nhat is the general 
procedural? 
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c 



Joint Son.ts Memorial 3 rsqu.sts Information on **aT*'” 
J °!„ provided to student* with ssvsrs/profound handicap* 
" r w*thoU S^rvlci* which district, f.sl are critic.!^ Your 
pon« to the following question will be useful in funding 

cons i d *r*t i on* . 

Please indicate in column A which of the following 

devices are presently provided by y^ echool district^ 
a.. tt evere/prof oundl y handicapped students, either y y 
own employees or through contracted services. 
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1. 



A 



8 

Msftcf rttysicaS Education 

Causelist — - 

“ tfedical hf*im 

~ fersint fcnrtM* — ~ 

■“* fccopstional Therapy Services 

Physical Therapy Service* 

— fsychieiric/PsycholotScal Services 

““ feds! Services 

** Speech an d lantoage Services . 

“ Vocational Training Services 

~~ Other — 

Reaardless of the services you presently 

n 9 »ieise indicate in rank order U-Most important the 
fivS services you feel would provide the most critical 
support to such a program» 

ttoioM is a list of personnel frequently involved in 
£££ It Ur Vic. to student* with s.vsr. /profound 

handicaps. " , "“ 



Rurse 

lia|nostician 
Teacher 

ParaprolessiMal 
Occupational therapist 
Physical Therapist 
Adapted Physical tducatioa 
Social Barter 
teaseler 

Vocational Evaluatioa/SpecialUt 
Psychologist 
Psychiatrist 
Physiciae 

“U^loae A, please indicate ohich personnel ara 
••ployed er cootracted ly your district to serve 
sUdeots oith Severe/Prolound handicaps. 

U cole* I, please indicate the HE lor each person, 
presently employed er cootracted ly your district. 

It coloon I, please indicate il available daily! 

I tites welly, etc. 
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lithout retard lor your present stifling PTC, io 
coIim C please iedicatc nhat you letl ooeld be 
the etnleue fit lor each type el persoe lor the 
Mtber #1 students in the Sever e/Prolwnd 
catefory served hy your district. 

Nitheet retard lor your present stallint PTE, io 
celnan C please indicate uhal you leel uould he 
the Mill HE ler each type ol person lor the 
sorter •! students ie the fevere/frefound 
catetory served hy your district. 

(ever! 



O 

m C] 



7ALTH AND MEDICAL ISSUES 



Fallowing arr several medical /heal th related services which 
may be used in evaluation and placement of students wi 
severe and profound handicaps, as defined by either 
definition attached to this survey. 



Please respond to 
appropriate box. 



each question by placing an "X" in the 



r 



Specialist 



Audielogist 

Imtiit/FtridoBtUt 

iMralcfitt 

•Sir** 

•M.hllKlOflift 

mprtist 
PtfUtriciM 
Psychiatrist/ 
Psychologist 
Other 



A. 



B. 



l 



£ 



Sl 



w 

1 






Please note the frequency with which each specialist 
is utilised as a part of evaluation for placement for 
students with severe and profound handicapped. 

Please note the level of difficulty in obtaining these 
services. 

Please indicate the relative value of each 
professional in your evaluation and placement of 
students with severe/prof ound handicaps of preschool 

age ( 3 - 5 ) « 

Please indicate the relative value of each 
professional in your evaluation and placement of 
students with severe/prof ound handicaps ages <6-21>. 



© 

ERJC 
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SURVEY IN RESPONSE TO SENATE JOINT „ 

Sar vices to *tud*nt* with Sevarse/Profound Handicap* 



PlM* respond by circling the frequency with which assessment 
Ii»I??S*.ntS are used, 0«0ften, S-Seldom, N-Never 



9 S R fayley Seal** *f iafwt fevelopitst 
1 1 H Cattetl Want Sc*i* •< Intelligence 

• SR Hisker«ebrait« Test • t turning Aptitude 
9 S R Kiefsaa (Rental Processing Subtestsl 

0 S R Lei ter laternational Performance Scale 
g S M McCarthy 5c» lM tBSW! 

9 S R Stanford-Binet Nth Edition) 

• SR Stanford-Binet (Perkins Adaptation) 

0 S R Mechsler Intelligence Scale 

S S a cth*r___ — — 

0 S R MHO Adaptive Wuvior School (School Edition X) 

B S R Adaptive Behavior Inventory for Children 
0 S a Salthaiar Scales of Adaptive BehaviorO l II) 

0 S a lurk’s Behavior Eating Scale (Preschool) 

6 S a Caine-ievine Social Competency Scale 
0 S a California Preschool Social Coapetency Scale 
0 S a Callier-Ama Scale 
0 S a lenver levelopaental Screening Test 
0 S M Sevmlopmental Profile 11 (1WI Revision) 

0 S a Fairviee StlHtelp Scale 
g I n Pcrforoance Profile lYEliR or TWO 
0 S M Scales ef Independent Behavior 
g S N Moodcoct Johnson Psycho-Educational Battery IV 
g S a Vineland Adaptive Behavior Scale (RevisedI 
9 S R Oth»r_. , 

T77 4T Tr M . , T >n m"f lfltT llvm 5X1111 

9 S H Prmvocatiomal Assetsneol and Curriculum 6 uld« 
(Mi thug) 

9S« Itoem leiwe Activities Survey 
6 S M Vecaticnil I*l8fMtipo*l wd Evalvitioc wrk 

Saoplms(VIEBS) # 

• S M TUBER (Test! eg Mentation and «ork Evaluation 

g S H BREST (Bide Range laployoent Snap It Test) 

g $ N Caoelot Behavioral Checklist 
0 S a llnnesota Bevelopoental Programming Systea 
D S a RcCarron-Bial Bork Evaluation Saaple 

g s a sail 

0 S N VALPAR 



eawwdCATna 



Other. 



Iwrlin-Cnlatta Oral aechaniu Eva* 

Preschool language Assesseent ! 

Preschool Language Scale - R 
Seqcmed Inventory el Communication Bevelopient 
Test for Auditory Comprmhmien of Usguagm 
flfhar 



ROTOR 



Peabody Beveiopeen»al Rotor Scale 
Southern Califroim Rotcr Accuracy Test 
Southern California Sensory Integration Test 
Other 



yElP-HELP ASSESSOR? 



AA)9 Adaptive Behavior Scale (School Edition R) 
Battel le Bevelopeental Inventory 
California Preschool Coapetency Seale 
level opmental Profile 11. (Alptrn-Boll) 

Scales of Independent Behavior 
Vintland Adaptive Behavior Scale (Revised) 
ntK>y 



PROCEDURES: 

Kho/hoe decides if further assesseent is required? 

Kho/hoa are decisions nadc about nedical/health ^related 
asseuaents? 

Vho/hoe are decisions nide about further in-house 
assessments? 

Ho« uould you rate your evaluation procedures? 

Excellent Adequate "wds laproveaent 



128 



utST COPY AVAILABLE 



(over) 



ERIC 



Component (b) 



Capacity of institution 



(25 points) 



(1) Qualifications and Accomplishments of the 
Project Director and Other Key Personnel 

(2) Time Commitment of Each Person 

(3) Nondiscriminatory Employment Practices 

(4) Adequacy of Resources , Facilities,. Supplies, 
and Equipment 

(5) Quality of Practicum Training Settings 

(6) Capacity to Recruit Well-Qualified 
Applicants 

(7) Experience and Capacity of Applicant to 
Assist Schools and Agencies in Training 

(8) Cooperation with the State Education Agency , 
Other IHEs, and Other Public and Private 

Agencies 
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Part III Section. B 

(b) CAPA JITY OF THE INSTITUTION (25 points) 

This section requires the author to prove that the 
agency or institution is capable of carrying out the 
project in its entirety. Documentation of who is involved, 
what they will do, resources, training sites, and 
collaborative efforts in place and those planned must be 
included. 

(1) Qualifications and Accomplishments of the Project 

Director and Other Key Personnel 

This section should address the formal training of key 
personnel. The documentation should include related 
publications and professional contributions that are 
pertinent to the project. It works best to have a 
paragraph for each key person, stcj.->ng «ith the Project 
Director (PD) . Start each paragraph with the person's name 
and what their role will be (e.g., n Dr. Adam will serve as 
the Materials Specialist for the proposed project") . The 
remainder of the items for each person might include: 

1. Amount of time projected for project activities, 
both grant-supported and contributed by your 
institution. 
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Part III- Section B 



2. College degrees, or specific emphases or 
coursework related to the target need. 

3. Professional development experiences, such as 
workshops, focused conferences, certification 
training related to proposed training. 

4. Work or volunteer experiences that resulted in 
particular expertise of importance to the project. 

5. Research studies, case studies, or other inquiry 
endeavors related to the project. 

6. Reference to selected works by the person that are 
related to the project. 

7. Participation in key task forces, advisory boards, 
or other efforts that are major contributions to 
the profession or area. 

8. Personnel's experience in training the targeted 
group or specialty. 

Finally, you should describe each person's task and 
responsibilities in the project. Thus, the relationship 
between the person's expertise and assigned duties will be 
clear . 
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Part III Section B 



If some of your project personnel are not yet 
identified, such as project assistants or research 
coordinators, you can describe the pool from whom these 
staff will be drawn. List the minimum qualifications they 
will need and their responsibilities. You may want to 
refer to several vitae in an appendix (such as doctoral or 
masters students or community professionals) who represent 
willing or possible recruits for your staff positions. 

(2) Time Commitment of Each Person 

How much time will each key person give to the 
project? A personnel loading chart is often the best way 
to visually depict each individual's commitment because it 
allows readers to understand the overall workload quickly. 
Be accurate in your FTE (full-time equivalents) allotments. 



Be sure to plan adequate time commitment on the part 
of all key personnel, especially the Project Director. 
A frequent criticism by readers is that the Director 
is inadequately committed to the project. 
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Part III Section B 



• 

Develop your chart in columns, labeled "Project Staff 
Role” and "Percent (or Amount) of Time on Project”. In the 
first column, list the role and the parson's name. In the 
last column, place a percentage of total work time or the 
amount in hours per week. You may want to add a middle 
column that lists major responsibilities. An example of a 
personnel loading chart is provided in Table III.B.l . 

TABLE III.B.l 

REVISED PERSONNEL LOADING CHART 



IN-KIND SUMMER 

PROJECT POSTITION FTE FTE DAYS TOTAL 



Project Director 


.20 .10 


6 


.30 


Project Assistant 


.50 


30 


.50 


Part-Time Instructor 
( unknown ; several 
possible condidates) 




15 


3 wks 


Clerical Assistant 


.50 


50 


.50 


Training Consultants 


1.50 x 48 days 




72 days 



A general guideline is that you are better off with 
charts, figures, and tables instead of lengthy 
narrative because such visual representations tend 
to be more quickly understood. And readers are always 
rushed! 
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Part III Section B 



1 
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i 

i 
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(3) Eondis criminatory Employment Practices 

Your proposal must reflect how you, as a part of your 
institution's nondis criminatory employment practices , will 
ensure that project personnel are hired without regard to 
ethnicity /race, national origin , gender, age, or 
disability . Delineate your agency's statement of policy in 
this regard and describe how this policy is disseminated to 
the general public and potential employees. In other 
words, is your institution's policy stated on all publicly 
distributed materials and advertisements or limited to 
certain publications? 

In addition, even though you will describe recruitment 
practices for participants in the Plan of Operation, it is 
important to address your recruitment efforts with all 
potential staff pools in this section. 



I 

I 

fi 

1 

I 

I 



Recruiting from groups who resemble the targeted 
participants is best in most cases; for example, how 
closely should your staff match your project 
participants in terms of culture, language, or other 
important attributes? 
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Part III Section B 



Who are the groups you will contact and how? 



The more traditionally underrepresented groups you 
can contact, the better your proposal will be viewed. 



What will be your screening, interviewing, and hiring 
guidelines? List every possible means by which to insure 
that your employment of project personnel will not 
discriminate against any group or individual. It will be 
important to document how your employment practices comply 
with the Americans with Disabilities Act. 

(4) Adequacy of Resources, Facilities, Supplies, and 

Equipment 

This section requires specific facts about the 
physical support that your university, and any 
participating agencies, plan to commit to the project. 
Describe the types of facilities (e.g. , offices, 
classrooms, computer labs) and equipment (e.g., 
microcomputers, file cabinets, audiovisual) that will be 
provided and where they are located. Outline which project 
staff will use which equipment and facilities. It is 
important to specifically define how these facilities and 
equipment will support project objectives and activities. 
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Part III Section B 



A description of the resource materials to which 
project staff will have access should be included. Are 
there print, software, or audiovisual collections available 
and where are they? Include a description of available 
telecommunications such as electronic mail systems for 
information gathering and dissemination and distance 
education support. 

All pertinent library collections should be described. 
Be sure to include the expertise and data found in other 
departments at your campus or at other locations, such as 
the regular education, bilingual education, counseling, 
family studies, and educational administration units. For 
example, these units may be a crucial source of these types 
of information and materials: needs data, video and print 

training materials, computerized data bases, and other such 
support materials. 

Are there special units on your campus that will 
provide specific support to the project, such as extension 
credit arrangements, public announcements, reference 
searches, layout, and printing? What about the Law Clinic 
if your university has a law school, or the Family 
Practices Clinic if you have a medical school? 
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Part III Section B 



Look beyond your own institution, particularly if 
your project will collaborate with other agencies. 

Are there facilities, equipment, supplies, materials, and 
people resources who will support the project? Who are 
they and where are they located? How will they be used? 
Include any task forces, advisory committees, and 
professional organizations which will be involved even 
indirectly and describe how they will support project 
dissemination, recruiting of personnel and participants, 
and actual training efforts. 

(5) Quality of Practicum Training Settings 

This section requires evidence that your pool of 
practicum sites: 

1. are readily accessible ; 

2. use up-to-date services and exemplary teaching 

practices ; 

3. provide adequate supervision to trainees; 

4. offer opportunities for trainees to teach; and 

5. foster interaction between students with 
disabilities and their nondisabled peers. 
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Part III Section B 



See what can be identified by your original planning 
committee, or ask colleagues about sources if you do 
not have a readily available group of practicum 
settings. You, or a collaborator, may need to spend 
some time securing potential sites, because this 
proposal component is a very important one. 



One format that has worked well for developing 
information for this section is to describe each practicum 
site, one by one, addressing each of the features listed 
above. Highlight the name and address of the practicum 
site that you plan to use, perhaps including the phone 
number and the current contact person. Then address each 
of the features by describing the population served, the 
types of programs and services, level of integration, and 
the degree to which the collaborators will train your 
students. Focus on the special strengths offered by the 
sites so that you can justify their selection. 

(6) Capacity to Recruit Well-Qualified Applicants 



If you have already described your recruitment 
practices in the Plan of Operation, you can simply refer 
the reader to that section. 
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Part III Section B 



However, it never hurts to provide additional concise 
statements about the connections you, your department, 
or your college have that will aid the recruitment 
effort. 

Who are the groups or individuals you will recruit and how 
will you do it? What leads you to believe that your 
institution or program will attract well-qualified 
applicants? 

(7) Experience and Capacity of Applicant to Assist Schools 
and Agencies in Training 

This section asks you to describe your ongoing 
relationships in working with area schools and/or agencies 
in training efforts with their personnel. What qualifies 
you to help them? For instance, have you participated in 
any professional development activities or studies to 
prepare you better to work with their personnel? In 
particular, how have you collaborated before in endeavors 
related to personnel preparation such as needs assessments, 
task forces to prioritize needs, creating conferences or 
workshops? List specific titles or individuals with whom 
you share working relationships and describe what you will 
do together to support project objectives and future 
related efforts. Refer to the letters of support from 
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Part III Section B 



those school, community agency, or other IHE contacts as 
further evidence of your ongoing interactions with those 
units. 

(8) Cooperation with the State Education Agency , Other 

IHEs , and Other Public and Private Agencies 

It is important to add information here that documents 
your agency's and your individual collaborations with the 
following groups below: 

1. State Department of Education. 

2 . State-designated lead agency under Part H of IDEA 
if appropriate. 

3. Other institutions of higher education (IHEs) such 
as community colleges and universities. 

4. Other public or private agencies linked to your 
targeted need. 

In particular, how have you worked jointly in the 
past, or how are you now working together, to identify 
personnel needs, training needs, and other needs in your 
region? Be sure to include parent groups (e.g., Learning 
Disabilities Association, Association for Retarded 
Citizens) and consumer organizations (eg., People First, 
learning disability adult groups) as appropriate. List 
exactly the role that you or your agency fills when 
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Part III Section B 



cooperating with any of the other entities. How often do 
you work together and what form do those efforts take? How 
will grant support lead to greater collaboration? How will 
these collaborative efforts contribute to the long-term 
impact of your project after external funding is gone? 




96 




Component (c) 



Plan of Operation 



(25 points) 



(1) High Quality in the Design of the Project 

(2) The Exteuc to Which the Plan of Management Ensures 
Effective , Proper , and Efficient Administration of 
the Project 

(3) How Well the Objectives of the Project Relate to 
the Purpose of the Program 

(4) The Way the Applicant Plans to Use its Resources 
and Personnel to Achieve Each Objective 

(5) The Extent to Which the Application Includes a 
Delineation of Competencies That Program Graduates 
Will Acquire and How the Competencies Will be 

Evaluated 

(6) The Extent to Which Substantive Content and 
Organization of the Program: 

(i) Are appropriate for the students' attainment 
of professional knowledge and competencies 
deemed necessary for the provision of quality 
educational and early intervention services 
for infants, toddlers, children , and youth 
with disabilities , and 

(ii) Demonstrate an awareness of methods, 
procedures, techniques , technology, and 
instructional media or materials that are 
relevant to the preparation of personnel who 
serve infants, toddlers, children , and youth 
with disabilities , and; 

(7) The Extent to Which Program Philosophy, 

Objectives, and Activities Implement Current 
Research and Demonstration Results in Meeting the 
Educational or Early Intervention Needs of 
Infants, Toddlers, Children , and Youth With 

Disabilities 
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Part III Section C 

(c) PLAN OF OPERATION (25 points) 

This section of the proposal requires that you provide 
a plan which clearly indicates how you will: 

1. Meet the critical shortages of personnel or 
improve the quality of personnel as you have 
identified them in section (a) Impact on critical 
present and projected needs. 

2. Use the personnel, agencies and organizations, and 
other resources required to address the need which 
you outlined in section (b) Capacity of the 
institution . 

When reviewing this section of the proposal, the 
reviewers will be looking for: 

(1) High Quality in the Design of the Project 

(2) The Extent to Which the Plan of Management Ensures 
Effective,, Proper, and Efficient Administration of 
the Project 

The following discussions of items (3) through (7) offer 
the documentation for the panel members who review your 
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proposal. They will make a judgment about the quality of 
the overall design and the quality of your administrative 
plan. An abbreviated sample of a Plan of Operation section 
is found in Appendix III.C.l. 

3. How Well the Objectives of the Project Relate to 
the Purpose of the Program 

Project objectives should be clearly derived from the 
critical present or projected need statement or where you 
identified an overall purpose statement. This tells your 
reader in a simple statement about what you plan to do to 
meet the need. It is possible that you may have one 
objective or several objectives. 



Number each one of your objectives. This assists your 
readers and makes it easier for you to refer to the 
objectives in other areas of the proposal. 



The complete set of objectives should be an outline of how 
the overall project purpose will be achieved. Samples of 
Purpose Statements follow. 
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PURPOSE STATEMENTS 



The primary purpose of this project is to: (1) develop 

and implement an interdisciplinary training program for 
individuals who wish to prepare themselves to work with 
preschool handicapped children (ages 3 to 5) ; (2) 
develop a training sequence sensitive to the needs of 
preschool children with handicaps, who may have 
language, cultural religious, and social values which 
differ markedly from professionals or paraprofessionals; 
and (3) increase the number of teachers who are trained 
to serve preschool handicapped children, in both rural 
and urban settings. These funds are sought under Part 
D. , Sec. 631, which allosw applicants to seek funds to 
assist in training personnel for careers in special 
education including special education teaching. 



The primary purpose of this project is to develop and 

implement an undergraduate training sequence which will: 

a. present integrated coursework and fieldwork 
experiences that will prepare teachers for entry 
into special education classrooms. 

b. be sensitive to the special needs of handicapped 
children and youth in New Mexico, who may also 
represent an ethnic minority, and come from a home 
where the language is not that of the dominant 
culture 

c. add 25-35 qualified special education teachers per 
year to the workforce. 

d. increase the number of qualified applicants 
specifically interested in teaching special • 
education in rural New Mexico. 
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PURPOSE STATEMENTS (cont.) 



The purpose of the project is to develop a graduate 
level teacher training program for persons interested 
in teacing; 

a. Children and youth who are severely mentally 
retarded and mentally ill (by psychiatric 
definition) . 

b. Children and youth who are severely mentally 
retarded and who exhibit excessive or aggressive 
behaviors, but have no psychiatric diagnosis. 

Five objectives have been identified in order to carry 
out the sated purpose. They are stated here in brief 
form: 

1. To implement initial public information activities. 

2. To recruit, fund, and develop programs for 4 full- 
time and 5 part-time trainees during the academic 
year, and for 9 trainees per year for the summer 
institute. 

3. To develop an appropriate training sequence. 

4. To develop a specialized summer institute to 
support the basic course offerings. 

5. To develop and integrate competency statements 
into courses and fieldwork, and field test 
competencies . 



The primary purpose of this project is to develop 
trained bilingual/bicultural teachers or trained 
monolingual/monocultural teachers, to work with young 
culturally and linguistically different exceptional 
(CLDE) children and young Limited English Proficient 
(LEP) children. Specific program objectives are stated 
in the Plan of Operation section. 

Throughout this proposal, CLDE and LEP will be used to 
refer to children who come from homes in which a 
language other than English is spoken and whose cultural 
experience is different than the mainstream. These 
children may speak English or may have limited English 
proficiency. 
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(4) The Way the Applicant Plans to Use its Resources 
and Personnel to Achieve Each Objective 
The next step is a description of the process by which 
the req ^sted financial support (personnel, materials, and 
other resources) will be distributed to meet the various 
objectives. This can be done efficiently by developing a 
chart which delineates the project objectives and notes 
timelines, activities, and how you will allocate resources. 



I 

I 

I 

1 

1 

1 



I 



1 

I 

I 




Such a visual is useful for at least four reasons. 
First, it is helpful in guiding overall proposal develop- 
ment, including the budget allocations process. The chart 
serves as a management tool for identifying the financial 
resources required to support the specified project 
objectives and activities. 

Second, this chart provides support for how you chose 
to distribute the requested funds. It should be referenced 
throughout your narrative, as appropriate. The budget 
figures, the budget justification narrative, and the 
Project Objectives\Timelines\Activities\Resource 
Allocations Chart should all be in agreement. (Some 
samples are found in Appendix II.B.l.) 
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Third, a chart also serves as a highly effective 
visual reference for supporting project narrative in the 
Plan of Operation Section. The project narrative for this 
section can be more concise, because so much specificity 
can be provided in this one chart. In fact, this one chart 
may be referred to as supporting information in several 
sections of the proposal. 

Finally, the chart's inclusion makes it easier to 
write a strong evaluation section, because the tasks to be 
evaluated and the allocation of resources are clearly 
identified. It is difficult to develop a adequate 
evaluation component if it is impossible to determine what 
should be evaluated. Table III.C.l includes an example of 
a highly developed chart. 
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(5) The Extent to Which the Application Includes a 
Delineation of Competencies That Program 
Graduates Will Acquire and How the Competencies 
Will be Evaluated. 

This portion of the application requires that the 
applicant describe: 

1. Competencies which may already exist and how these 
competencies will be used or adapted for proposed 
training, and 

2. Procedures by which competency acquisition will be 
eva luated. 

Competency identification . This section should focus 
on a brief review of competencies which have been 
identified to support the specific training program to be 
developed. For example, if you are writing a proposal to 
train teachers of young culturally and linguistically 
diverse children with special needs, you would want to 
reference competency statements developed specifically for 
that population of learners. Many divisions of the Council 
for Exceptional Children (CEC) have developed competency 
statements which define the expectations for teachers of 
students with specific exceptionalities. You should be 
aware of competency statements which may be available for 
your target group. 
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Procedures for evaluation of competency acquisition . 
The information provided here must specify exactly how you 
will assess competency acquisition. Following is a 
paragraph taken from a successful application which 
provides an example of such a description. 



Each of the competencies will be addressed at least 
twice in the training sequence. Trainees may 
demonstrate mastery of competencies during coursework 
and during field experience work. Evaluation and 
measurement of the competencies is provided through 
performance activities. During the field work 
(practicum or student teaching) , the students will be 
expected to demonstrate the application of concepts, 
skills, and techniques that were presented through 
university classes or independent study. Part of the 
evaluation will include trainee self-evaluation in the 
practicum settings. Individual trainees' attainment of 
competencies will be assessed by an end of semester 
review process. Each trainee and advisor will review 
and complete a document designed to assess competency 
mastery 



Table III.C.2 includes samples of competency statements in 
a matrix format. 
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NAME „ 



preMEy AIr knowledge 

GK 1 
GK 2 . 

CK 3 
' GX 4 
GK 5 
GK 4 
GK 7 
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C cuRRiom aa 



DATE __ 
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— RED BLUE 
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C2 



a. 
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a. 

b. 

c. 

d. 

e. 

f. 

g* 

h. 

i. 

j- 

k. 



* Used in conjunction with the competency matrix 
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Part III Section C 

(6) The Extent to Which Substantive Content and 

Organization of the Program: 

(i) Are appropriate for the students'' attainment 
of professional knowledge and competencies 
deemed necessary for the provision of quality 
educational and early intervention services 
for ‘infants, toddlers, children, and youth 
with disabilities, and; 

(ii) Demonstrate an awareness of methods, 
procedures, techniques, technology, and 
instructional media or materials that are 
relevant to the preparation of personnel who- 
serve infants, toddlers, children, and youth 
with disabilities, and; 



(7) The Extent to Which Program Philosophy, 

Objectives, and Activities Implement Current 
Research and Demonstration Results in Meeting the 
Educational or Early Intervention Needs 'of 
Infants, Toddlers, Children, and Youth with 
Disabilities . 
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Items 6 and 7 contain a number of non-specific words 
and phrases, which provide few specific guidelines for the 
proposal writer. The following is a discussion of these 
broad terms, with helpful guidelines in developing this 
section. 

In order to assess the "substantive content and 
organization" of your proposal, the readers will be 
examining this section for information which ensures that 
you are aware of the "state of the art" in the particular 
area of focus chosen for the proposal. For example, does 
the total course sequence, individual course outlines, 
texts, and readings (information to be included in 
appendices) that you propose reflect well-known writers and 
researchers of the target area? Are the methods, 
techniques, and procedures which you propose to incorporate 
consistent with best practices or research of the area? 

Have you incorporated up-to-date technology and media as 
part of your proposed program? 

The guidelines are very specific in indicating that 
evaluation of the proposal will also focus on the "extent 
to which program philosophy, objectives , and activities 
implement current research and demonstration results." 

Here again, it is apparent that proposals will be evaluated 
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Part III Section C 

by looking for "best practices" or "state-of-the art" 
information. 



Therefore, it is apparent that proposal writers must 
integrate such information in the Plan of Operation 
section. 



1. Provide an introductory statement to the entire 
section which briefly reviews the purpose or 
purposes stated earlier. This reminds your reader 
of the earlier statement and assists in bringing 
your purpose and objectives statements together. 

2. In order to provide the large amount of 
information requested in this section of the 
proposal, the activities and management plan and 
the allocation of resources and personnel must be 
carefully noted for each objective. One way this 
can be done is by stating each objective then 
having two sub-headings, Activities and Management 
Plan and Allocation of Resources and Personnel , 
under each objective. 

Example III.C.l includes a sample of a narrative section 
using this approach, accompanied by Figure III.C.l with the 
corresponding page from the chart. 
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EXAMPLE III.C.l 
PLAN OF OPERATION 

in order to carry out the stated purpose o £ this project, 
five specific objectives have been identified: 

!. TO identify, screen, and accept a minimum of 10 and a 
maximum of 25 trainees per year for entrance into the 
training program for teachers of young (3-8 years) 
culturally and linguistically different exceptional 
(CLDE) children and limited English proficient (LEP) 
handicapped children. Both bilingual/bicultural and 
monolingual/monocultural trainees will be selected. 

To recruit and fund 5 full-time and 7 part-time 
trainees, including both bilingual/bicultural and 
monolingual/monocultural individuals who will return 

to the rural areas of the state to work, vith young 
CLDE/LEP children and to recruit, train, and fund city 
and area residents in an effort to meet both rural and 
urban personnel needs. 

3 . To develop and implement an interdisciplinary training 
sequence which will: (1) provide trainees with the 

knowledge, skills, and competencies identified as 
appropriate to teachers of young CLDE children and LEP 
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exceptional children in rural and urban a< * 

well as respond to national norms and standards and 
state certification requirements; (2) provide 
appropriate, varied, and continuous practicum 
experiences that allow for neetin? individual needs; 

(3) meet the needs of trainees with various 
backgrounds and skill levels. 

4. To refine existing competencies which delineate the 
multicultural knowledge and skills specific to 
personnel preparing for careers with young CLDE/LEP 
children, to integrate competencies into the overall 
curriculum, and to field test developed competencies. 

5. To develop training packages to be utilized in 

coursework in core classes, or to serve as samples 
which can be checked out by teachers, which will 
assist teachers in meeting the needs of young CLDE 
children and LEP exceptional children who may present 
unusual needs in terms of their bilingual/bicultural 
background, and accompanying physical, medical, or 
chronic health problems. 
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one; To Id e n tify . " rreen and »ccept _ a mi ni W OS t 
T ft ,nd a maximum of 9.S trainees per year _ for entr«n<W . - l Dfcfl 
frt-aininq Pr Q9Z U* fo X- t mSh&IS S > 1 7°™** f? t<? 9 YS a E S l 

^.if,.r»nv and linemistical XY ^fferen^ycep ^ ipna l 
/^Syldren fdjDEl and Li m ited English Profip^lft - (LEE 1 
r |»ndre p S St h. bilingual and biculturfli M 

jnci pni incmal/mono c uitural trainees y i ll be selected ^. 

flrstiviries and Mana gement Plan 

x. ppyftlonaant of r t -™ f oment materials and 
procedures . The following recruitment devices will be 



developed immediately: Posters, brochures, news releases, 

and training program application. Posters will be 
inexpensive quick print items, printed on heavy paper 
stock, which may be distributed at several places on campus 
and sent to each elementary school and Head Start Center in 
the city and surrounding areas and to each Developmental 
Disability program in the city and throughout the state. 
These will be used until comprehensive brochures can be 
developed and made available for mailing. This second item 
will be a combined brochure/mailer, containing detailed 
program and stipend information. It should be ready for 
mailing no later than mid-July. Both the campus newspaper 
and the local papers have been successful recruiting 
devices for other special programs. Hews releases will be 
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sent through the Public Information Office to regional 

newspapers as well. Parent and professional groups have 
infrequent newsletters, which may also include information 
about the program. The _ newsletter reaches each teacher 
in the district and is an excellent information source! for 
all programs in our department. Several trainees for the 
bilingual special education program have been brought into 

the department through the newsletter. Also to be 

prepared is the application to the specific training 
program, which will meet departmental guidelines, as well 
as project evaluation requirements. Figure 1, the Project 
Activities/ Timeline Chart provides detailed support 
information for all objectives, and is found at the end of 
the Plan of Operation Section. 

2 . T wlfle»t<en and Co ntac t of potential Trainees 
r , Acsdsais lear Program . This activity will be occurring 
concurrently with the first activity. Students who are 
potential applicants for this program will have already 
completed a basic teacher certification program because of 
certification requirements. Bilingual/bicultural 
trainees will be recruited from the bilingual education 
training program primarily and will probably have bilingual 
education certification. First, all graduating seniors 
will be contacted, especially those with an early childhood 
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or bilingual education minor, The two individuals 
directing the Bilingual/BSL Education Training Program will 
also assist in the identification of recruits, A second 
source of trainees are students in the undergraduate 
program in the Special Education Department. These 
students will be contacted during their senior year as 
well. A third source of trainees is the many returning, 

non-traditional students on the campus. In 1984, the 

average age of a student was 27.4 years. These 

students have decided to either continue former studies, or 
begin college for the first time. 

Students who respond to recruitment efforts must 
complete the admissions packet. This packet includes an 
application to the Graduate School, the Special Education 
Department, and the training program for teachers of young 
CLDE/LEP students, as well as an application for stipends. 
Students meeting established department deadlines will then 
be considered for admission to the program. 

fit Incation of Reso u rces and Personne l. As indicated 
by the Project Aptivities/Timeline Chart, the Project 
Co-Directors (PCD's) have complete responsibility for all 
activities under Objective One. A portion of the 24 summer 
research days requested in the budget for the PCD's will be 
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spent completing these initial activities. Specific 
requests appear in the budget to support all recruitment 
materials and activities including communication and 
copying. A request for office supplies will assist in 
supporting the development of all recruitment materials, 
application forms, and initial project correspondence. The 
budget also requests the support of a secretary at .33 FTE 
to assist in all clerical aspects of the project. Please 
refer to Figure 1 for detailed information on activities, 
timelines, personnel responsibilities, and projected 
completion dates. 
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PLAN OF OPERATION 

In order .0 c.rry out the «t.ted purpose or this project, five speeific objectives have been 
identified: 

To identify, screen, and accept a minimum of 10 and a maximum of 25 trainees 
per year for entrance into the training program for teachert of young (3-8 yea rs^ 
culturally and linguistically different exceptional (CLDE) ehildren and United 
English proficient (LEP) handicapped children. Both bilingual/bicultural and 
monolingual/monocultural trainees will be selected. 

To recruit and fund 5 full-time and 7 part-time trainees, including both 
bilingual/bicultural and monolingual/monocultural individuals who will return to 
the rural areas of the state to work with young CLDE/LEP children and 
train, and fund city and area residents in an effort to meet both rural and urba 

personnel needs. 

To develop r:nd implement an interdisciplinary training sequence which will: (1) 
provide trainees with the knowledge, skills, and competencies identified as 
appropriate to teachers of young CLDE children and LEP exceptional children in 

rural and urban , as well as respond to national norms and 

standards and state certification requirements; (2) provide appropriate, '' ari * d ’ aQ 
continuous practicum experiences that allow for meeting individual needs; (3) meet 
the needs of trainees with various backgrounds and skill levels. 

To refine existing competencies which delineate the multicultural knowlcdgeand 
skills specific to personnel preparing for careers with young CLDt/LEP children, 
to integrate competencies into the overall curriculum, and to field test developed 

competencies* 

To develop training packages to be utilized in coursework in core ; classes or to 
serve as samples which can be checked out by teachers, which will assist teachers 
in meetina the needs of young CLDE children and LEP exceptional children who 
may present unusual needs in term* of their bilingual/bicultural background, and 
accompanying physical, medical, o hronic health problems. 

nt'i pMi',* nnr To identify, s creen and accept a ffllDinmfll Of 10 and a maximum Of 2 1 

v^r f Q r entr ? nr fe lntn the train ^ f g. tMchcrs of ypunK <3 

vnJr^ Lhur ^iv «nd linguistWllv diffcrViii cAccptlonaj Children (CLDE) and L i mne d 
proficient fL E ^ children. Both bilingual and b i cultm aUnd. 
rcftnnlfnffnai/monocuitural trainees w ill be selecte d, 

^ Efiv^ies and Mn igt raent plan 

J twtnnmcnt nf recruitment materials and procedures. The following 
recruitment devices W l be developed immediately: Posters, brochures, news releases, and 

Peer, will be inexpensive quick print Item, printed on 
beevy leper «toek. which nsey be diitribsited tt eeverel piece, on eempus end rent to csch 
elementery school end Heed Stert Center in the city end .urrossndin, e res, end to eech 
Developmental Disability program in the city and throughout the state. These will be 
used until comprehensive brochures can be developed and made available for mailing. 
This second item will be a combined brochure/mailer, containing detailed program and 
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stipend information. It should be ready for mailing no later than 

sar shesl was sws as. 

cac V teacher in the district and is an excellent information source4 for all 
nroerams in our department. Several trainees for the bilingual special education P r0 8«® 
have been brought into the department through the ___ — Newsletter. Also to e prep 
is the application to the specific training program which will meet department 
•uidelines. as well as project evaluation requirements. Figure 1, the Project Activities/ 
Timeline Chart provides detailed support information for all objectives, and is foun 
the end of the Plan of Operation Section. 

2. TiVntification and Contact of Po t ential Trainees for Academic Y«r PrOft TflUL 
This activity will be occurring concurrently with the first activity. Students who are 
Lttn'Si .PPUCMB fo, .hi, progr.m will h.vc ,lr«dy completed . burn : .etcher 
* rrr .:r;«.inw program because of certification requircme t,. 

Bilingual/bicultural trainees will be recruited from the bilingual educa.ton trathtn, 
program primarily and will probably have bilingual education cepification. First, all 
araduating seniors will be contacted, especially those with an early childhood or bil ngual 
education min or. The two individuals directing the Bilingual/ESL Education Training 
Program will also assist in the identification of recruits. A second source of tmnees are 
student- in the undergraduate program in the Special Education Department. These 
students will be contacted during their senior year as well. A third source °[ tra, ° CCS lS 

the many returning, non-traditional students on the campus. In 1984, the average 

#gc of t y student was 27.4 years. These students have decided to either continue 

former studies, or begin college for the first time. 

Students who respond to recruitment efforts must complete the admissions packet. 
This packet includes an application to the Graduate School, the Special Education 
DeDarunent.'and the .fining program for teacher, of young CLDE/LEP students, a, well 
as an application for stipends. Students meeting established department deadlines will 
then be considered for admission to the program. 

Allocation of Resou rces and Personnel. As indicated by the Project ... 

Activities/Timeline Chart, the Project Co-Directors (PCD’s) have complete responsibility 
for all activities under Objective One. A portion of the 24 summer research days 
requested in the budget for the PCD’s will be spent completing these initial activities. 
Specific requests appear in the budget to support all recruitment materials and activities 
including communication and copying. A request for office supplies will assist »n 
supporting the development of all recruitment materials, application forms, and initial 
project correspondence. The budget also requests the support of t secretary at 33 FTE to 
assist in all clerical aspects of the project. Please refer to Figure 1 for detailed 
information on activities, timelines, personnel responsibilities, and projected completion 

dates. 



This objective focuses on lecruitment of four groups of individuals: (1) 
bilingual/bicultural applicants; (2) monolingufli/monoeultural applicants interested in 
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Component (d) 



Evaluation Plan 



(10 points) 



The Secretary reviews each application to determine 
the quality of the evaluation plan for the project , 
including the extent to which the applicant's methods of 
evaluation: 

(1) Are appropriate for the project; 

(2) To the extent possible, are objective and produce 
data that are quantifiable, including, but not 
limited to, the number of trainees graduated and 
hired; and 

(3) Provide evidence that evaluation data and student 
follow-up data are systematically collected and 
used to modify and improve the program. 
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(d) EVALUATION PLAN (10 points ) 

The proposal must include an evaluation plan which 
clearly addresses the overall purpose and the specific 
objectives. As a general rule, both formative evaluation 
and summative evaluation measures should be included. 
Formative evaluation procedures will provide information 
about the quality of the ongoing program. This information 
will provide feedback to project staff who may make changes 
as required. The summative evaluation measures assess 
program qualities in a more global way and provide 
information as to the effectiveness of the program in 
meeting its overall purpose. This latter type of 
evaluation should collect on-going data all along but is 
typically summarized at the end of a period, such as 
annually or at the grants termination. (Some sample 
evaluation questions are found in Appendix III.D.l.) 

Following are some guidelines which will assist in 
developing your evaluation section. 

1. Identify the major components of your project 

which will need evaluation. This can be done by 
looking at your objectives and identifying 
sub-parta. The following are examples of items 
which might be part of an evaluation system. 
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o Coursework in the core of the program, 
o Coursework in summer institute or weekend short 
courses. 

o Tracking procedures in job placement, 
o Recruitment procedures or trainee selection, 
o Funding of targeted groups. 

2. Take each heading which is appropriate for your 

proposal and identify the major evaluation concern 
for that specific heading. For example, your 
emphasis on the major area of recruitment 
procedures or trainee selection might read like 
the following: 



Evaluation Concern. All agencies, LEA'S and 
organizations which would be instrumental in 
informing appropriate applicants;, must be notified 
of the project; appropriate procedures must be 
outlined to produce adequate numbers of qualified 
applicants for screening and acceptance in the the 
project 



From the above statement it is possible to identify 
measurement strategies and evaluation questions. 
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Table III.D.l 



Measurement Strategies ; To answer the evaluation 
concerns in the recruitment component, a number of 
measurement strategies will be employed. 

1. Data collection regarding program announcements, 
telephone contacts, announcements at conferences, 
and in graduate classes 

2. Accounting the number of applications received, 
number of applicants accepted, and number of 
applicants on waiting list. 

3. Demographic information including number of 
students enrolled, number of new students, types 
of present position employment, numbers from urban 
and rural areas, and numbers of underrepresented 
groups . 

4. Application reviews or interviews to determine how 
they were informed of the program, number of 
courses to be enrolled in each semester, 
occupational goals, and anticipated completion 
date of training. 



Specific evaluation questions can be developed for 
each component identified based on the identified 
measurement strategies. The entire set of evaluation 
questions can be included in the appendices of your 
proposal or, if fairly concise, they can constitute the 
final section of your. narrative . Table III.D.l. contains 
sample questions which reflect the evaluation concerns and 
the measurement strategies outlined. 
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This type of information should be provided for each 
major component of the project to be evaluated. The 
example of the evaluation questions also provides other 
important questions for your proposal readers. 

1. What is the instrument or data source from which 
you will draw your information? 

2. Who are the personnel responsible for gathering the 
data? 

3. At what point will the data be gathered? 

This appended information provides a great deal of data for 
your proposal and indicates that you have carefully planned 
this aspect of your evaluation. 

If you are using specific instruments to assess any 
aspect of your program or to assess trainees, that 
instrument should be referenced and provided as part of 
your supporting information in an appendix. If it is a 
well known instrument and it is bulky or expensive, then 
reference the instrument or provide a few sample pages. 

Your evaluation plan should reflect how data gathered 
will be used to modify and improve your program. This may 
be done by establishing decision dates, when selected 
evaluation data will be analyzes, reviewed, and considered 
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in making program adjustments. If you have an advisory 
committee and project staff can assist in this process. 

You may also wish to consider using target trainees in this 
process . 



1 

I 

1 

I 

I 

8 



185 




129 



Appendix III.D.l 
Sample Evaluation Questions 



186 





1 RECRUITMENT PROCEDURES /TRAINEE SELECTION 
Evaluation Questions 
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i. 



2 . 



3. 



evaluation questions 



How many recruitment activities 
took place? 

Where/how did students hear about 
program? 

How many inquiries were received? 
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U,'hat are trainee reasons for 
enrolling? 

How many students applied to the 
program? 

What is the Ethnicity and 
Bilingual/Bicultural background of 
applicants? 



i 



i 

i 



7. How many students were accepted to 
the program? 

g. What is the bilingual/monolingual 
ratio of students accepted? 

9. How many students refused 
acceptance? 

10. Why did students refuse 
acceptance? 

1 1. What type of previous preparation 
do students have? 



INSTRUMENT/ 
DATA SOURCE 


•PROJECT 

personnel 

RESPONSIBLE 


Project Records 


PD/CV 


Program Application/ 
Screening Packet 


PD/CV 


Log 


PD/CV 


Application/Scrcening 

Packet 


PD/CV 


Application/Screening 

Packet 


PD/L ' 


Application/Screening 

Packet 


PD/CV 


Application/Scrcening 

Packet 


PD/CV 


Class List 


PD/CV 


Refusal List 


PD/CV 


Phone Conversation 


PD/CV 


Application/Scrcening 


PD/CV 



DATA 

COLLECTION 

POINTS 

Each Semester 

Each Semester 

Each Semester 
Each Semester 

Each Semester 

Each Semester 

Each Semester 
Each Semester 
Each Semester 
Each Semester 
Each Semester 



i 



i 



12. ' How many members of 
under-represented groups 
acceptcd/eoroUcd? 

I3„ Was there fin adequate balance of 
tirban/rural applicants? 

“Though PDS (Project Co-Directors) appears 
( r evaluation has been assigned to ilAME. 



Demographic Data 
Application/Screcning 


PD/CV 


Each Semester 


Packet Class List 






Application/Scrcening 

Packet 


PD/CV 


Each Semester 



in some columns* the overall responsibility 
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Budget and Cost Effectiveness 



(10 points) 



(1) The Budget for This Project is Adequate to Support 
the Project Activities 

(2) Costs are Reasonable in Relation to the Objectives 
of the Project 

(3) The Applicant Presents Appropriate Plans f -r the 
Institutionalization of Federally Supported 
Activities Into Basic Program Operation 
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Part III Section E 

(e) BUDGET AND COST EFFECTIVENESS (10 points) 

(1) The Budget for This Project is Adequate to Support 
the Project Activities 

(2) Costs are Reasonable in Relation to the Objectives 
of the Project 

Some pro} v— • writers include no specific section for 
this heading oi -..as-e two subheadings. They tend to 
believe that the budget detail and budget justification 
sections address this topic adequately. However, it is 
easy to include this heading, as well as the subheadings, 
and provide the reader with a summary paragraph which 
points out that the budget detail and budget justification 
clearly support the overall project goal and the specific 
objectives of the project. Refer the readers once more to 
the chart which includes all information on objectives, 
activities, timelines, and resource allocations. You might 
provide a summary statement of how much of the budget 
provides support to students (if you have requested a great 
deal of support in this area) , or a statement which 
highlights another feature of your proposal. This would be 
an appropriate place to highlight the in-kind contributions 
of your institution or another agency. 
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Reviewers of your proposal are instructed to consider 
two specific aspects of the proposed budget. First, 
have you requested adequate funds to support your 
project? And, second, are costs reasonable for the 
benefits which are expected as a result of the 
funding. 



(3) The Applicant Presents Appropriate Plans for the 
Institutionalization of Federally Supported 
Activities into Basic Program Operation 
The proposal must include long-range plans which 
indicate how the proposed program will function when 
federal funds are no longer provided. This ensures that 
programs initiated with outside support will continue 
beyond the final funding date of a specific award. 
Provision of such a plan should not be overlooked in the 
development of the total proposal. 



The following are several ways such assurance might be 
provided . 

1. It may be documented that the faculty projected as 
course instructors for the proposed training 
sequence are already on board and that only minimal 
support is requested, while they are being released 
by the college or university to develop this new 
training program. Most of the requested assistance 
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Part III Section E 

might go to funding students, purchase of 
instructional materials to up-date basic materials 
available, and part-time instructors who might 
provide highly specific information not usually 
possessed by a single faculty member. 

2. It is possible to indicate that existing courses 
taught by other faculty will be altered or adapted 
over the span of the project to meet the needs of 
the proposed training program, thereby serving 
existing programs as well as the newly proposed 
program. It may be possible to show how courses 
existing in other departments provide some support 
for your proposed program. Therefore, it is not 
necessary for the proposal to support all 
instruction required for the proposed program, at 
the present or in the future. 

3. Your institution may have a history of beginning 
programs with federal dollars and then continuing 
such programs after termination of federal funds. 

A documentation of this procedure would be helpful 
when you are requesting support for a new program. 
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4. You may outline a specific plan which will be . 
implemented when the programs begins. The plan 
would include specific information that would 
indicate how local education agencies, other 
colleges and universities in the area or region, 
and the State Education Agency or other agencies or 
organizations will be working together to ensure 
continuance of the program when federal dollars are 
no longer available. The plan could be 
strengthened if the proposal contains support 
letters or letters of agreements from individuals 
who represent a variety of agencies and 
organizations . 

Part IV of this manual, Budget Development , provides 
further process, details forms, and format. Please refer 
to that part when developing the Component Budget and Cost 
Effectiveness section of your proposal. 
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IV. BUDGET DEVELOPMENT 



Some grant writers begin with a budget outline and fill 
in the details as the written narrative develops. Others 
develop a budget which is fairly complete and the narrative 
is written to support the budget. This is a matter of 
personal preference and successful proposals may result 
from either approach. The important factor to remember is 
that the budget must clearly support the objectives and 
activities which are presented in the narrative. A data 
collection form to assist in gathering information to 
develop a budget is included in Appendix IV. A. 1. 
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A. PRELIMINARY INFORMATION 

Before constructing a budget it is necessary to collect 
information about costs within your own institution. 
Specific numbers can be assigned only after the work scope 
is determined. The budget should reflect the objectives 
and tasks specified in the scope of work. 

1. PERSONNEL (Salaries ) 



Determine which faculty and staff will be 
required to complete the tasks. 

Determine the amount of time Full Time 
Equivalent (FTE) each person will commit to 
the project (e.g., 20% = .20 FTE). 

Collect contract salaries for each faculty 
and staff member committed to the project. 

Determine the number of days required on each 
facu’ty and staff member's contract. 

FRINGE BENEFITS 

Step 1. Determine if your college or university has a 
negotiated fringe rate with the Office of 
Management (or perhaps, a vice president or 
the President provides this information) . If 
so, note the fringe rate. 

If a negotiated fringe benefit rate does not 
exist, collect information on the rates of 
all fringe benefit categories. Typically 
these would include the following and perhaps 
some others as well. 
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Workman's Compensation Insurance 
FICA 

Retirement 
Health Insurance 
Life Insurance 

Other fringe benefits such as family 
tuition 

Waivers or discounts for university 
events 

Step 2. Determine if the fringe rates vary for 

different types of employees. Sometimes 
clerical staff have a different fringe rate 
than do faculty. 

TRAVEL 

Step 1. Determine the official reimbursement policies 
for your institution for the following: 

Mileage Reimbursement Rate 
Per Diem Rates 
Lodging Rate., 

Policies on taxies, parking at 
airports, ground travel, and 
transfer costs 

You must comply with the travel policies and 
reimbursement rates of your college or 
university. 

Step 2. If you are planning to include a trip to a 

local, state, regional or national conference 
as part of your work scope, the following 
information is required: 

Name of Conference 

Location of Conference (City) for the 
year you plan to attend 
Dates you will be attending (Allow for 
travel time) 

Estimated Airline Fare or other 
transportation costs 
Estimated ground travel costs (cost of 
travel between the airport and the 
conference site) 

The approximate cost of registration 
for the conference. 
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Careful itemization of conference expenses 
will improve your chances or having this 
budget item approved. 

Step 3. If local travel to supervise students is part 
of the work scope, estimate the number of 
miles to the field sites and the number of 
trips which will be made to each site. 



4. EQUIPMENT 

Normally, equipment is not an allowable expense in 
training grants. If you are considering requesting 
equipment as part of your proposal, it is best to discuss 
this item with the contact person at OSERS. If you do 
request equipment you should determine the best available 
cost, and justify it well. 

5. SUPPLIES 

In general, this budget line should include primarily 
consumable items and instructional materials. It can 
include office supplies, instructional supplies, instructor 
resources, etc. It is usually necessary to estimate an 
average monthly cost if you cannot be sure of the amount of 
material needed. As a general rule, this item should not 
exceed $1,500 to $2,000. If there are specific supplies 
which will be needed, itemize and list the cost of each 
item. 
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If you are requesting office supplies, $40 to $70 per 
month " ' ally covers the costs for these items. 
Instructional supplies and resources also require about $40 
to $70 per month depending on the scope of work and your 
present resources. 

6, CONTRACTUAL 

This item concerns cost involving subcontracts of some 
type. Often, consultants should be included here. (Check 
with your university officials to see if they would prefer 
having the consultants ' line iuem in the Contractual or 
other category.) 



Step 


1. 


Determine policies for employing consultants 
at your college or university. 


Step 


^ • 


Contact the individuals you want to use as 
consultants and obtain their permission to 
function as a consultant if you are funded. 


Step 




Obtain the fees of people you identify. 


Step 


4. 


Determine the cost of travel, lodging, and 
per diem for the consultants. 


Step 


5. 


Determine how many days you will use each 
consultant. 


Step 


6. 


Specify the purpose for each consultant and 
state how the consultant will be used. 
Define the role and work scope. 
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7. OTHER 

This section includes all items which do not appear in 
other budget lines. This includes copying, film rentals, 
tuition waivers, stipends, recruitment costs, communication 
costs (postage, telephone, fax, shipping, etc.). 
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STIPENDS 



1 



I 

1 



I 

I 

8 

8 



Step 1. Determine the policies and standards for 
awarding stipends and fellowships at your 
college or university. 

Step 2 . Determine the standard amounts for stipends 
and fellowships at your college or 
university. 



Step 3. Determine whether stipends will be awarded 
for academic school year only or academic 
school year and summer session. 



Step 4. Determine how many stipends will be awarded. 



7b. Tuition Waivers 



Step 1. Determine the tuition costs (per hour) for 
in-state and out of state students. 

Step 2. Determine college policies on awarding 
tuition waivers. 

Step 3. Determine whether tuition waivers will be 
offered for both academic year and for 
summer sessions. 



Step 4. Determine how many hours of tuition waivers 
will be granted for each student. 
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7c. Other Student Support 

Textbooks and Supplies . Costs of textbooks for 
students may be requested in the proposal. If provision of 
textbooks fits in the objectives and work scope of the 
proposal, the cost should be carefully specified. Some 
projects have allowed a flat amount to cover the cost of 
texts and supplies. You might want to have an upper limit, 
such as $75 or $100 per semester. Carefully explain what 
types of items may be purchased under the text and supply 
allowance. It is also possible to purchase texts and then 
check them out to students. This type of loan system is 
costly in the initial project stages, but it saves money in 
the second and third years of the project. 



Step 


1 . 


Determine which texts are used for each 
course in the course sequence. 


Step 


2. 


Determine in what order the students will be 
taking the courses. 


Step 


3. 


Determine the costs of each book and the 
number of books needed each semester. 


Step 


4. 


Compute the cost of the books needed each 
semester. 



Student Travel . In some cases it is desirable to 
provide travel costs to student for a variety of 
activities. If it is necessary to travel long distances 
from the campus to practicum and student teaching sites, 
reimbursement for mileage may be necessary in order to have 
an appropriate site. These can be included in the budget. 
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Travel for field trips and local, state, or national 
conferences may be appropriate if it is necessary to 
fulfill the objectives of the proposa?. . These costs can be 
included if adequately justified. It is important to 
carefully itemize such requests. 

7d. Other Tvnes of Costs 

Copying Costs . Most projects have duplication 
costs. Support may be requested. 

Step 1. Estimate the number of copies needed each 
month . 

Step 2. Determine the per sheet cost charged by 

facilities in your college or university. 

Rental and purchase of films, video tapes, audio 
tapes, and training packages are allowed. In order to have 
these items approved it is important to show how the items 
will contribute to the workscope and to meeting the 
objectives of the proposal. Reviewers are more inclined to 
recommend approval of these items when the name of the item 
(films, tapes, etc.) is specified and the cost and vendor 
provided. 



Step 1. Determine the name, cost and source of 

films, video tapes, and training packages 
you need to complete the work scope and meet 
the objectives of the project. 
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7e. Recruitment 

In most cases some amount of recruitment is necessary 
to ensure that your target population is informed about the 
opportunity to apply to your program. Several avenues are 
available for recruitment including distribution of flyers 
to places where prospective students may be located such as 
public schools if you are targeting teachers for 
retraining, student living quarters if targeting 
undergraduates, bulletin boards, student newspapers, campus 
radio stations, student organizations, advocacy 
organizations, employment offices, unemployment offices, 
local newspapers, and the public relations office in your 
college or university. It is important to identify 
approaches which will ensure that all underrepresented 
populations are made aware of the project and funding 
opportunities. Many reviewers look very closely at your 
recruitment plan. Costs of recruitment can be included in 
the budget if a plan for recruitment is presented. 

Step 1. Determine what methods and avenues you wish 
to use to disseminate information about the 
program and funding opportunities. 

Step 2. Determine names and phone numbers of contact 
people whom you will use for dissemination of 
recruitment information, along with names and 
addresses of appropriate agencies and 
organizations . 
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Stop 3c Determine the costs of newspaper ads public 
service ads on radio and TV, cost of 
designing and producing flyers, brochures, 
posters and cost of mailing flyers, etc. 



There may be other costs, depending on the objectives 
and work scope of the project. Some people are now using 
electronic mail to maintain contact with students in the 
program. Others require students to be videotaped as a way 
of documenting their progress. Some projects have used 
still phot gt iphs to document project activities. The 
costs in this category depend on the objectives, the 
workscope and the activities associated with them. 
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Appendix IV.A.1 

Sample Budget Data Collection Form 
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Appendix IV. l. 

Budget Data Collection Form 



Personnel (Faculty) 

Name of person 
Contract Salary 
Number of days in Contract 
Estimated salary increase for next 
fiscal year 

FTE (in Percent of time) committed 
to proposal 



Name of person 
Contract Salary 
Number of days in Contract 
Estimated salary increase for 
next fiscal year 

FTE (in Percent of time) committed 
to proposal 
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Name of person 
Contract Salary 
Number of days in Contract 
Estimated salary increase for 
next fiscal year 

FTE (in Percent of time) committed 
to proposal 



Fringe Benefits 

Negotiated Average Rate of College or 

University 

If there is no negotiated average rate collect 
fringe line items for your college or 
university 

Workmens Compensation (% of salary) 

Health Insurance (% of salary) 

Life Insurance (% of salary) 

FICA (% of salary) 

Retirement (% of salary) 

Other Benefits (% of salary) 
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Travel 



Allowable mileage rate 
Allowable Per Diem 
Allowable Lodging 
Allowable other travel charges 

Supplies 

Item/ Category 
Estimated monthly charges 

Item/ Category 
Estimated monthly charges 

Item/ Category 
Estimated monthly charges 

I tern / Category 
Estimated monthly charges 

Item 

Number and unit cost 



Contractual 



Name of Consultant 
Purpose of Consultant 
Cost of consultant (By Day) 

Number of days consultant to be used 
Per Diem for consultant 
Lodging for consultant 
Air Fare for Consultant 



Other 



Estimated monthly Communication costs 
Telephone 
Postage 
Shipping 

Copy and reproduction costs 
Monthly charges 
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Stipends 

Number of students to 
receive stipends 

Amount of monthly stipend for 
each student 

Book and supply stipend for 
each student 

Tuition Waivers 

Number of students to receive 
tuition waivers 

Number of hours of tuition waiver 
each student will receive 

Number of semesters each student 
will receive tuition waiver 

Recruitment 

Flyers or Brochure 
Cost of Design 
Per unit cost of printing 
Number of units to be printed 

Newspaper ads 

Newspaper Name 
Cost per ad 

Number of times ad to run 

Newspaper Name 
Cost per ad 

Number of times ad to run 

Other types of costs 
Item 

Unit Cost 
Number of units 

Item 

Unit Cost 
Number of units 
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B. BUDGET DETAIL 



You are ready to begin the development of your budget 
detail once you have gathered the information and have 
decided how to allocate the total dollars you plan to 
request. The RFP contains the average range of awards for 
specific competitions. Most proposal writers use these 
estimated figures to guide the overall budget development. 
Figure IV.B.l contains an example of a Budget Detail as it 
would be prepared to accompany a proposal. 
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Develop your budget detail by following the order 
presented on the Federal Budget Information form, Section 
B, Budget Categories. You begin the budget detail by 
presenting your requests for personnel (6a) and fringe 
benefits (6b) . Please note that two columns are provided. 
There is one column for each item expenditure and a column 
for the total expenditure in each "Object Class Category." 
As can be seen in Figure IV.B.l, separate entries are made 
for travel, supplies, contractual and other. 

The last page of the Budget Detail (Figure IV.B.l) 
shows how the category totals are added together to 
determine the Total Direct Costs. There is one more 
calculation to make when you have determined the Total 
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Direct Costs. To determine the Indirect Cost Total, you 
must multiply by 8% (the established rate by the U.S. 
Department of Education) . This Indirect Cost amount is 
added to your Total Direct Cost. This total is reflected 
under the heading of Total Charges in Figure IV.B.l. 



FIGURE IV.B.l 
BUDGET DETAIL 



ITEM CATEGORY 

COSTS TOTALS 



PERSONNEL SALARIES & BENEFITS 
Project Director 

.20 FTE X $54,000 $10,800 

10 Su.nmer Research Days X 

$54,000/195 DAYS $ 2,769 

Project Assistant 

$ 8,000 $ 8,000 

Secretary 

.50 X $17,500 $ 8,750 

Part time instruction 

3 courses X $2,250 $ 6,750 

TOTAL SALARIES $37,069 

♦Fringe Benefits @22% of Salaries $ 8,155 



Workmens Compensation 

Insurance 

FIpA 

Retirement 
Other Benefits 

TOTAL FRINGE BENEFITS $ 8,155 

TOTAL SALARIES & BENEFITS $45,224 



* Negotiated university rate for both faculty and staff. 
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TRAVEL 

1 trip to CEC in Washington, DC 
for Project Director 

Airplane Fare - Round Trip 
Per Diem 4 days x $50 per day 
Lodging 3 days x $120 per day 
Ground travel and transfers 

TOTAL TRAVEL 



SUPPLIES 



Office supplies 

$40 per month x 12 months 

Instructional Supplies 

$60 per month x 12 months 

Instructor Supplies 

$50 per month x 12 months 

Video tape 

20 cassettes x $4.20 

TOTAL SUPPLIES 

CONTRACTUAL 

Consultants 

$250 per day x 3 days 
Per Diem 4 days x $30 per day 
Lodging 3 days x $100 per day 
Airplane Fare 

$650 per round trip 

TOTAL CONTRACTUAL 



OTHER 

Telephone 

Long Distance Charges 
$25 per month x 12 months 
Phone line costs $20 per month 

Student Stipends 

10 students x $200 per month 
x 12 months 



$880 
$200 
$360 
$ 50 

$ 1,490 



$ 480 



$ 720 



$ 600 



$ 84 



$ 1,884 



$ 750 

$ 120 
$ 300 

$ 650 



$ 1,820 



$ 300 



$24,000 
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Student Tuition 

Academic Year 
10 students x 12 hours 

2 semesters x $85 per hour $20,400 



Summer School Tuition 

10 students x 6 hours x $85 
per hour $ 5,100 

Project Assistant 
Academic year 

12 hours x 2 semesters x $85 

per hour $ 2,040 

Project Assistant 
Summer school 

6 hours x $85 per hour $ 510 

Copying 

$45 per month x 12 months $ 540 



Film Rental 

1 day x $70/day $ 70 

1 day x $130 $ 130 

Recruitment 

Flyers & Brochure $ 400 

Newspaper ads 

Campus paper - 2 ads x $40 each $ 80 

Local Daily 2 ads x $55 $ 110 



TOTAL OTHER 



TOTAL DIRECT COSTS 

INDIRECT COSTS 

Total direct Costs x 8% 

TOTAL CHARGES 
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$ 53/680 

$ 104/098 

$ 8/328 

$ 112/426 
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C. BUDGET JUSTIFICATION 

When you have completed your Budget Detail, you must 
then write a narrative (justification) to support the 
requests you have made. 

The budget justification is extremely important in the 
proposal development process. The quality of the 
justification often determines the amount of money that is 
awarded and whether certain line items are funded. Part of 
the secret is to be very detailed and specific when writing 
the justification. All budget items should be tied to 
project activities, goals, objectives, and scope of work 
outlined. 

1. PERSONNEL 

Project Director 

Several factors are important here. First, include 
the director's name and degree, as in, Dr. Jane Doe, Ph.D. 
Second, make reference to the skills of the director even 
though you have already discussed the quality of the key 
personnel. Third, specify the exact duties of the 
director, such as: "She will be responsible for the overall 
administration of the project, including budget management, 
supervision of staff, and evaluation. In addition, she 
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will teach and assist in the supervision of practicum 
students." In this description, it is clear that most of 
the work will be completed by the Project Director. 

If summer days or extra days during the school year 
are requested, it is important to specify why these days 
are needed and what tasks will be addressed during the 
extra days. When requesting extra compensation for the 
regular contract period of the director, specify what 
duties or what part of the work scope requires the director 
to work outside of the normal contract period. 

The time commitment should be stated again as FTE and 
also the number of days represented by that Full Time 
Equivent (FTE) . Review panels like to know that the staff 
will be available for enough time to ensure that the 
project will be successful. 

Caution: Make sure that the justification is written 

in such a manner that the duties of other staff members are 
also clearly defined. Most of the time the director should 
have supervisory duties, report writing, student 
advisement, and overall management duties. The director 
may also teach, supervise student teaching or perform other 
similar duties. 
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Clerical/ Secretary 

Describe the clerical duties which this person will 
perforin. Include such things as correspondence, management 
of project records, management of student records, typing, 
and filing. The duties should be consistent with the FTE 
you have requested in the budget detail and consistent with 
the work scope of the project. 

Other Staff 

Staff positions should include the staff members' 
names and degrees. Briefly mention unique skills which the 
staff member will contribute to the project. These skills 
should relate directly to the goals, objectives, and work 
scope of the project. Describe specifically the duties of 
the staff person. For example, "Dr. John Buck has 11 years 
experience testing and designing programs for students with 
severe or profound handicaps. He will be responsible for 
teaching courses in assessment of students with multiple 
handicaps. In addition, Dr. Buck will consult with the 
project staff on designing programs for students with 
severe or profound handicaps." 

Again, specify the amount of time each staff member 
will commit and when the work will be done (summer, fall, 
spring) . 
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2 a FRINGE BENEFIT 

The Fringe Benefit line refers to the costs the 
institution must pay for the employee such as the 
university's cost for FICA, Retirement, and Insurance. 
Fringe Benefits are handled differently, depending on the 
agreement your institution has with the Grants and 
Contracts Services and Office of Management and Budget. 

Some universities have a negotiated average fringe benefits 
rate that is charged against all salaries. If your 
institution has such an agreement you may merely state that 
"The University has a negotiated average fringe benefits 
rate of 25% of salaries." If you do not have a negotiated 
agreement, then each fringe benefit category should be 
listed individually with separate percentages and amounts 
assigned. You must then multiply the fringe benefit rate 
for each item times the salary for each individual. This 
process complicates your job, but is required for the 
budget process. 

3. TRAVEL 

Review panels examine travel requests carefully. 

Travel can take several different forms, such as travel to 
supervise students, travel expenses for students to go to 
training sites, travel for students to attend specified 
meetings or take specific field trips, and travel to local, 
state, regional and national conferences. 



153 





Part IV Section C 

Travel to supervise students 

Reasonable mileage costs to supervise student teachers 
or practicum students, gain favorable reception. You 
should, if possible, specify the anticipated locations 
which should have been described in the narrative section 
of the proposal, the distance to each site, and the number 
of times you anticipate visiting each site. 

Student travel to training sites 

Reimbursement for student travel can sometimes be 
justified, when a project goal is to assist students from 
economically disadvantaged areas to obtain a teaching 
credential. This should be justified on the grounds of the 
cost of traveling to training or practicum sites. The 
costs shou.ld be specified according to the type of 
transportation used. The project might reimburse for 
public transportation fares or pay mileage costs for cars. 

Travel for specified meetings and field trips 

It may be necessary for students to visit certain 
field sites as part of the training objectives listed in 
the narrative. For example, you might want to have all of 
the project staff to visit a model site which features 
programs for children who are tc be impacted by your 
training proposal. If the facility is 150 miles away, 
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costs for use of the college bus may be built into the 
budget in order to transport all students. A seminar 
scheduled by another university might be appropriate for 
your students and reimbursement for mileage might be the 
only way your students can afford to attend. Support for 
these items can be requested as part of the proposal. 
Careful justification is required and the relationship to 
the workscope and objectives must be clearly evident. 

Travel to local, state, regional, and national 

conferences. 

Travel for conferences is often viewed with concern by 
many review panels. First, you should specify exactly 
which conference you plan to attend. Second, be sure to 
list the location and the dates. Third, provide a reason 
for attending such as to present a paper describing the 
project or to recruit students. The latter reason should 
also be part of your recruitment plan in the narrative. 

Travel for students to conferences is a legitimate 
request if the goals of the travel are consistent with the 
goals and objectives of the project. You will improve the 
probability of receiving approval for this request if you 
tie travel to project objectives and goals. 
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4 . EQUIPMENT 

Normally, training grants do not allow for the 
purchase of equipment. You should consult OSERS staff 
before including a request in your proposal if you have 
need for rquipment in order to meet the goals and 
objectives of the proposal. 

5. SUPPLIES 

Supplies are considered to be items which are 
consumable or have a very short life span. Supplies 
include such items as paper, pencils, transparencies, video 
tapes, etc. It may be difficult to arrive at an exact list 
and cost for each item. Some reasonable estimate is still 
necessary, and some rationale is important for the review 
panel. 

Some proposal writers have found it useful to break 
down supplies into several categories, plus noting any 
specific items which can be identified. The categories 
might include Office Supplies, Student Supplies, 
Instructional Supplies, and Instructor Resources. 

Office supplies 

Office supplies include those items necessary for the 
normal office activities required to conduct the project. 
An example of justification for this 
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item might be, "Funds for office supplies necessary for the 
operation of this project are requested. Office supplies 
include such items as letterhead, envelopes, typewriter 
paper, pencils, typewriter ribbons, word processing 
supplies such as printer ribbons, laser cartridges, and 
file folders. Past experience suggests that costs average 
about $30 per month for a project of this size." 

Instructional supplies 

Instructional supplies include those items needed to 
carry out the instructional objectives of the project. 

Some items for this category might include transparencies, 
chalk, slide trays (if slides are being developed or 
already exist) , video tapes, flip charts or camera film to 
photograph some type of instructional material. The 
justification might be: "Funds are requested for 

instructional supplies for instructional activities of the 
project. These supplies include such items as overhead 
transparencies, slide trays and or visual training 
materials to be developed as part of Objective 3, and flip 
charts to be used for class presentations." 
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Instructor resources 

Instructor resources refer to those items needed by 
the instructor to develop and present quality instruction. 
This might include reference materia lsuch as books, 
reprints, monographs, unpublished monographs, instructional 
material used in school classrooms but needed for 
illustration in the college classroom, and graphics used 
for illustration. You should only request material that is 
not normally available in the university library. It is 
helpful to specify the material to be obtained. For 
example, "Funds are requested for resource material for 
instructor use in the planning and implementation of 
courses associated with Objective 4. These materials will 
include such things as the Physician Desk Reference, 
Dorlands Medical Dictionary, DSM-III-R, The Vineland 
Adaptive Behavior Scales, etc. A detailed list of materials 
to be considered can be found in Appendix 
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The contractual line allows the inclusion of 
subcontracts with a public school district, consultants, or 
other third party organizations or agencies which will 
receive funds from this project. This might include 
agreements with a s.-.hool district to supervise student 
teachers, a consultant to conduct the project evaluation, 
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or a transportation company to provide buses for field, 
trips. 

The following is an example of justification for 
consultant expenses. "Educational Evaluation Services, a 
for-profit corporation, has agreed to conduct the 
evaluation of this project for the sum of $1,500. They 
will review all project records, interview randomly 
selected students (minimum of 4 per year) , review project 
progress 2 times per year and complete written reports two 
times per year with an assessment of progress toward 
project goals and make recommendations for future 
activities. This budget item contributes to meeting 
Objective 5, Project Evaluation." 

Here is an example of justification for supervision of 
student teachers. "The Sunflower Kansas School District 
has agreed to release two teachers for a total of 8 half 
days per teacher per semester to supervise 2 student 
teachers each per semester in exchange for reimbursement of 
$800 to cover the cost of hiring substitute teachers. This 
budget item will address the need for field based 
supervision as specified in Objective 4." 
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All costs should be carefully specified and tied to 
project objectives and activities identified to meet those 
objectives. 



7. CONSTRUCTION 

Construction costs are not normally an allowable 
expense on training grants awarded by the Department of 
Education. 

8. OTHER 

The Other category includes all costs not included in 
the above categories. This includes student costs, such as 
tuition, stipends, books and supplies, communication costs, 
non-consumable items such as film purchase and rental, and 
development of training materials. Do not include a line 
called miscellaneous. A miscellaneous line will not 
usually be approved. 

Communication costs 

Communication costs include long distance phone 
charges, postage, shipping, fax costs, and E-mail. The 
following is an example of the necessary estimate of 
monthly average costs. "Funds are requested for normal 
communication costs. This includes such items as postage 
(for distribution of recruitment materials and 
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communication with students) , long distance phone charges 
(for contacting prospective students, contact with 
practicum sites) , E-mail (for contact with students as 
indicated in Objective 3) , Fax costs (for contact with 
school districts), etc." 

Student costs 

Student costs depend on what parts of student expenses 
you decide to support. Some projects may cover only the 
cost of tuition, while others will address tuition, provide 
monthly stipends, and provide funds for books and supplies. 
Your decision will depend on the amount of money allowed by 
the RFP and by the other project support you request. 
Readers always respond positively to a budget which 
provides a strong student support component. Though there 
is no magic formula, you should consider allocating a 
minimum of 20% of your total budget request for student 
support. If you are able to develop a training program and 
provide a total of 30% to 40% of your total request for 
student support, this increases the likelihood of a 
positive response from the readers, all other factors being 
equal. More of the budget can be allocated to students if 
the university covers most of the other costs such as 
salaries and supplies. The following are examples of 
specific justifications for tuition waivers, student 
stipends, and book and supplies. 
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Tuition waivers 

"Funds are requested for student support for tuition 
waivers for the regular academic school year and for the 
summer session. During the academic school year waivers 
are requested for full tuition for 5 students at $1,440 per 
semester for 2 semesters each. Tuition waivers are 
requested for 10 part-time students. Each part time 
student will be awarded waivers for a maximum of 6 hours 
per semester at $120 per hour. For the summer session, 
tuition waivers are requested for 20 students for 6 hours 
each at $120 per hour." 

Student stipends 

"Funds are requested to provide stipends of $300 per 
month for 12 months to 5 full time students. Stipends of 
$400 each for 5 rural students are requested for the summer 
session. These funds are required since rural students 
must maintain two households during the summer session, 
while they travel to the campus for classes. This stipend 
will partially offset the extra expenses incurred by these 
students. Objective 6 addresses the need for training for 
teachers in rural areas." 
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Books and supplies 

"The focus of this project is to bring underemployed 
or underrepresented individuals into the educational 
system. Specifically targeted for recruitment are 
educational assistants. The cost of books and supplies 
often exceeds the financial resources of these students. 
Therefore, funds are requested for the purchase of books 
and supplies to be used by students in the project. Books 
will be purchased by the project and loaned to students 
receiving tuition waivers. University data estimates that 
the cost of books and supplies averages about $45 per 
course. Each student will be loaned a book for the 
duration of the semester and must return it to the project 
for use by another student during the next year." 

Copying 

Funds for copying are often • ji iem at many 

universities. Funds for some copying costs can be 

requested. Copying might be requested for making handouts, 

copying tests, copying student papers, and copying project 

documents. Normally, $40-$50 per month will cover copying 

expenses. At 5 cents per copy, this budget will allow for 

* 

the reproduction of 1000 pages' per month. 
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CONTRIBUTED BUDGET 



-a 



You should include information that reflects your 
institutional commitment and effort. This is in addition 
to the Budget Detail, which specifies what you are 
requesting from federal support. Include information about 
an agency, organization, or public school which will also 
support your effort. A truly collaborative project will 
involve contributions of resources from several sources. 

One way to provide such information is through the use 
of a contributed budget, which specifies the specific 
contributions to the project. The following pages provide 
an example of the type of items which might be included as 
part of a Contributed Budget. In addition, an example of 
the Justification of in-kind support is included. 
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Possible Items for Contributed Budget and Justification 
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E. FEDERAL BUDGET FORMS 



The information presented on your Budget Detail must 
be transferred to the federal "Budget Information 
Non-Constr action Programs" forms (SF424A) . These two 
sheets must be completed and placed at the front of your 
proposal, immediately following your cover page (Facesheet 
-SF424 ) . 

The two pages in Appendix IV.E.l are accompanied by 
two pages of instructions. The amounts for inclusion on 
these two pages are derJved from the figures on your Budget 
Detail. 
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Federal Resistor / Vol. 55. No. 216 1 Thursday. November 7. 1991 f Notices 



INSTRUCTIONS FOR THE SF 424 

This is a standard form used by applicants as a required faceshcet lor pr e s ppUc ali y 8 *ad .applications «*^>tted 
for Federal assistance, it will be used by Federal agencies to obtain applicant certification that States which have 
established a review and comment procedure in response to Ex ec utive Order 12372 and have selected the program 
to be included in their process, have been given an opportunity to review the applicant's submission. 

Item: Entry l*m Entrv: 



1. Self-explanatory. 

2. Date application submitted to Federal agency 4or 
State if applicable) & applicant's control number 
(if applicable). 

3. State use only (if applicable). 

A. If this application is to contiiuia or revise an 
existing award, enter preeent Federal identifier 
number. If for a new project, leave blank. 

5. Legal name of applicant, name of primary 
organisational unit which will undertake the 
assistance activity, complete address of the 
applicant, and name and telephone number of the 
person to contact on matters related to this 
application. 

6. Enter Employer Identification Number (EIN) as 
assigned by the Internal Revenue Service. 

7. Enter the appropriate letter in the space 
provided. 

8. Check appropriate box and enter appropriate 
leiterts) in the space(s) provided. 

— "Ne w" mea ns stow assistance award. 

— "Continuation" means an extension for an 
additional funding/budget period for a project 
with a projected completion date. 

— "Revision" means any change in the Federal 
Government’ a financial obligation or 
contingent liability from an existing 
obligation. 

9 Name of Federal agency from which assistance is 
being requested with this application. 

10. Um the Catalog of Federal Domestic Assistance 
number and title of the program under which 
assistance is requested. 

11. Enter a brief descriptive title of the project, if 
more than one program is involved, you should 
append an explanati on to a asperate sheet. If 
appropriate (a*., ao nat rndi— nr seal property 
projects'), attach a snap showing project location. 
For preapplications, use a separate, sheet to 
provide a summary d es cription of this project. 



12. List only the largest political entitiei affected 
(e^.. State, counties, cities! 

13. Self-explanatory. 

I A. List the applicant's Congressional Distract end 
any Districts Affected by the program or project 

15. Amount requested or to It contributed during 
the first funding/budget period by each 
contributor. Value of in-kind contributions 
should be included on appropriate lines as 
applicable. If the action will raralUin a dollar 
change to an existing award, indicate only the 
amount of the change. For decreases, enclose the 
amounts in parermhesr*. If both basic and 
supplemental amounts are included, show 
breakdown on an attached sheet. For multiple 
program funding, use totals and show breakdown 
using oamt cate g o rie s as item IS. 

16. Applicants should contact the State Single Point 
of Contact (SPOC) for Federal Executive Order 
12372 to date r moru whether the application is 
subject to the State intergovernmental review 
process. 

17. This question applies to the a ppl i c a n t organi- 
zation, not the person who signs as the 
authorized representative. Categories of debt 
iisdurle delinquent audit disallowances, loans 
and taxes. 

18 To b« signed by the authorized representative of 
the applicant. A copy of the governing body’s 
authorization for you to sign this application as 
official representative must be on file in the 
applicant's offia*. (Certain Federal agencies may 
require that this be submitted as 

part of the application.) 
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INSTRUCTIONS FOR THE SF-424A 



General Instructions 

This form is designed so that application can be made 
for funds from one or more grant programs. In pre- 
paring the budget, adhere to any existing Federal 
grantor agency guidelines which prescribe how and 
whether budgeted amounts should be separately 
shown for different functions or activities within the 
program. For. some programs, grantor agencies may 
require budgets to be separately shown by function or 
activity. For other programs, grantor agencies may 
require a breakdown by function or activity. Sections 
A.B.C, and D should include budget estimates for the 
whole project except when applying for assistance 
which requires Federal authorisation in annual or 
other funding period increments. In the latter case. 
Sections A3. C, and D should providt the budget for 
the first budget period (usually a year) and Section E 
should present the need for Federal assistance in the 
subsequent budget periods. All applications should 
contain a breakdown by the object class categories 
shown in Lines a-k of Section B. 

Section A. Budget Summary 
Lines 1-4, Columns (a) and to) 

For applications pertaining to a single Federal grant 
program (Fedaral Domestic Assistance Catalog 
number) and not requiring a functional or activity 
breakdown, enter on Lina 1 under Column (a) the 
catalog program title and the catalog number in 
Column (b). 

For applications pertaining to a tingle program 
requiring budget amounts by multiple functions or 
activities, enter the name of each activity or function 
on each line in Column (a), and enter the catalog num- 
ber in Column (b). For applications pertaining to mul- 
tiple programs where none of the programs require a 
breakdown by function or activity, enter the catalog 
program title on etch line in Column (e) end the 
respective catalog number on each line in Column (b). 

For applications pertaining to multiple programs 
where one or more programs require a breakdown by 
function or activity, prepare a separate sheet for each 
program requiring the breakdown.' Additional sheets 
should be used when one form does not provide 
adequate space for all breakdown of data required 
However, when more than one sheet is used, the first 
page should provide the summary totals by programs 

Lines 1-4. Columns (s) through (g.) 

For new application t, leave Columns (e) and (d) blank 
For each line entry in Columns (a) and (b), enter in 
Columns (e), (f), and (g) tha appropriate amounts of 
funds needed to support the project for the first 
funding period (usually a year). 



Unas 1-4, Columns (e) through (g.) ( continued) 

For continuing grant program applications, submit 
these forma before the end of each funding period as 
required by the grantor agency. Enter in Columns (c) 
and (d) the estimated amounts of funds which will 
remain unobligated at the end of the grant funding 
period only if the Federal grantor agency instructions 
provide for this. Otherwise, leave these columns 
blank. Ester in columns (e) and (f) the amounts of 
funds needled for the upcoming period. The amount(s) 
in Column (g) should be the euaa of amounts in 
Columns (e) and (f). 

For supplemental grants and changes to existing 
grants, do not use Columns (c) ar.d id). Enter in 
Column (e) the amount of the increase or decrease of 
Federal funds and enter in Column it) the amount of 
the increase or decrease of son-Federal funds. In 
Column (g) enter the new total budgeted amount 
(Federal and non-Federal) which includes the total 
previous authorized budgeted amounts plus or minus, 
as appropriate, the amounts shown in Columns (e) and 
(f). The amounts) in Column (g) should not equal the 
sum of amounts in Columns (e) and (0. 

Line 5 — Show tbe totals for all columns used. 

Section B Budget Categories 
In the column headings (1) through ( 4 ), enter the titles 
of the same programs, functions, and activities shown 
on Lines 1-4, Column (a), Section A. When additional 
sheets are prepared for Section A, provide similar 
column headings on each sheet For each program, 
function or activity, fill in the total requirements for 
funds (both Federal and non- Federal) by object class 
categories. 

Lines 6a-l — Show the totals of Lines 6a to 6h in each 
column. 

Line 6j - Show the amount of indirect cost. 

Line 6k - Enter the total of amounts on Lines 6i and 
6j. For all applications for new grants and 
continuation grants the total amount in column (5), 
Lina 6k, should be the sams as the total amount shown 
in Section A, Column (g) c Line 3. For supplemental 
grants and changes to grants, the total amount of the 
increase or decrease as shown in Columns (1M4), Line 
6k should be the same as the sum of the amounts in 
Section A, Columns (•) and ff) ea Line 5. 
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Part V Section A 



V. 



ORDER OP PROPOSAL 



1 

I 

I 



The application packet specifies the order of 
presentation of forms. The following is the order derived 
from direct statements, implied information provided, and 
general practice. 




o Face Sheet CSF424) 

The facesheet is placed as the first item of your 
proposal 

o Abstract 

Include a one-page double-spaced abstract 
immediately following the Federal Assistance 
Facesheet. 

o Budget Detail 

The Budget Detail information is the "detailed 
breakdown of costs for each line item," as found 
under Part II of the Budget Information 
directions . 

o Budget Justification 

The explanation of your Budget Detail should 
follow next. 

o Contributed Budget and Contributed Budget 

Justification 



Your institutional commitment and that of other 
organizations or agencies can follow in a 
contributed budget. 
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o Assurances and Disclosures 



The remaining forms should be included in the 
order contained in your application packet. At 
the top of the first of these forms is a 
statement which indicates that "certain of these 
assurances may not be applicable to your project 
or program. If you have questions, please 
contact the awarding agency." If your 
institutional representative is not familiar with 
these forms, then someone must be responsible for 
obtaining information which will ensure 
appropriate completion. 

o Table of Contents 



The next information should be the Table of 
Contents which directs the reader through the 
remainder of the proposal. In fact, most Table 
of Contents also include references to the front 
matter, as seen in the example in Appendix G. 

After all the front matter is assembled as listed 
above, your narrative and appendices follow. 
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A. PACE SHEET 



The federal fcrm that comprises the facesheet for your 
proposal is, in many ways, the most important page in the 
entire document. Your first step is to carefully read the 
instructions that accompany the facesheet. The facesheet 
is discussed in sections below with more in-depth 
explanations. A completed sample facesheet is shown in 
Figure v.A.l 

Section 1 

Items 1-6 are primarily identifying information for 
your unit. Item 1 asks about the type of submission. You 
would typically check "Non-Construction" under 
"Application" on the left. Item 2 is the date you submit 
your application which typically is the due date for the 
postmark. Item 3 asks for the date received by the state. 
Enter this date if you have shared your proposal with your 
State Department of Education for review and feedback. 
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FIGURE V.A.l 
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Leave Item 4 blank. 

In the upper right corner, the Applicant Identifier 
would be the number your own institution has assigned your 
proposal (if any) . You would leave the other two numbers 
blank, unless your State Department has assigned your 
proposal a number. 

Under Item 5, type in your institution's name for 
"Legal Name." To the right, "Organizational Unit" asks for 
your department, college, or ot.ier division name. 

"Address" requires your mailing address, including your 
county. 

Item 6 requires your institution's employer 
identification number. Each box should have a digit in it. 
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Section 2 

Items 7-14 ask about the scope of the proposed 

project. In the box for Item 7, you are most likely to 

type in an "I" (State Institution of Higher Learning) or a 

"J" (Private University) . Item 8 asks for a check for Type 

of Application; you will either be submitting a "New" or 

\ 

"Continuation" proposal. 
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Item 9 requests the name of the federal agency to 
which you are submitting, such as the U.S. Department of 
Education. Your RFP will have the agency's name clearly 
identified. 

Item 10 asks for, or lists for you, the specific 
competition number under which the awards are available. 

In addition, type in the title of the competition (e.g., 
"Careers in Special Education Personnel Preparation") . 

You can be creative with Item 11 because this is the 
title of your project. Your hard work and planning has led 
to development of an innovative, impressive proposal, and 
you want your project to be distinctive. Therefore, its 
name should be distinctive as well. Many people find that 
a name that spells a catchy acronym works well for them. 

Item 12 asks for the geographic scope of the project's 
impact. If there are numerous communities involved, you 
may simply want to state "twenty counties" or "twelve 
communities in northeastern part of state" . 
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Item 13 requests start and ending dates for your . 
entire project's duration. In number 14, state the 
Congressional districts of (a) your institution, and (b) 
your project. As in number 12, you may need to be general 
in part (b) . 

Section 3 

The remainder of the items on the facesheet give the 
total funding picture and the connection, if any, to the 
state. Item 15 asks for all sources of funding to support 
your proposed project. Part "(a) Federal" should be the 
total dollar figure you are requesting from the agency. 

Part (b) is the total contributed amount from your own 
institution. Part (c) is the total contributed amount from 
the state (e.g., the State Department of Education, the 
State Department of Labor, the State Department of Health) . 
Part "(d) Local" asks for the total contributed amount from 
local agencies, such as school districts, special education 
cooperatives, or other entities. Part "(e) Other" is for 
the amounts contributed by other organizations, and Part 
(f) asks you to project income to be taken in by the 
project (not usually applicable) . Part (g) allows you to 
project the total support the project will receive. 
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Part V Section A 



Item 16 concerns the application's status regarding 
State Department review of your proposal prior to 
submission, under State Executive Order 12372, This order 
does not apply to Personnel Preparation competitions but 
does apply to some other types of competitions. Read your 
RFP to determine whether your particular award category is 
affected by this order. 

Item 17 should be "no", but you may want to check with 
your comptroller's office to make sure. 

Item 18 requires the signature, typed name, title, and 
phone number of the person in your institution authorized 
to sign off on grant proposals. Identify that person well 
in advance and alert him or her that your proposal is 
coming, especially if you are approaching the deadline. 



NOTE: Many proposal writers find that the best mode 

of operation is to complete the budget section, 
abstract, facesheet and assurances at least a week in 
advance of the deadline so that those pieces can go 
through the institutional mill and get back to you 
with signatures in time. This allows you a week to 
finish all the details on your narrative and 
appendices . 
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B. ASSURANCES 



Part V Section B 



The government is obliged to obtain various assurances 
from each institution which applies for funding. One 
assurance for non-construction programs states that your 
agency will comply with all related Federal statutes, such 
as Civil Rights statutes, Drug and Alcohol Abuse Acts, fair 
labor standards, and other laws. The same person who signs 
your cover sheet must sign this multi-item assurance. 

A second assurance guarantees several things: federal 

funds will not pay for lobbying, the key project personnel 
are not debarred or suspended, and the institution provides 
a drug-free workplace. This form, also, must be signed by 
the designated person described above. 

Other assurances may be included as well. If spaces 
for signatures are identified, make sure that the 
appropriate signature is obtained and the assurance makes 
its way’ into your proposal. Typically these assurances are 
found at the end of your budget section or immediately 
after the federal budget forms. 
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